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About This Manual

Considered basic level content, this manual (along with classroom instruction) helps employees
(users) who are new to Accounts Receivable learn how to use AASIS to:

1. Identify AASIS Master Records most relevant to the Accounts Receivable Sub-Module
(AR)

Explain the basic processing principles of AASIS
Identify basic internal controls and their functions
Identify and use 11 Essential AR Transactions

5. ldentify and use basic research tools

H Wb

Primarily designed as a classroom teaching aid, this manual contains a Notes section on every
page. We did this so students can capture additional information provided in class discussions,
enhancing what is already a comprehensive reference manual.

This manual/course also prepares the new user for more advanced AR course topics (coming
soon).

About Printing This Manual

This manual contains blank pages, allowing you to set your printer to print 2 sided pages if you
prefer.

About The Manual Design

Using the AR business process as our “content model,” Chapters 1 and 2 introduce new users
to design elements that influence results when using AR transactions.

Chapters 3 and 4 then provide detailed transactional information using this standard format:
= Transaction name and function
= Key Points
= Field Definitions
= Step by Step Instruction

We have also created Appendix Materials containing helpful tips/resources. Download these
materials from our web site @:
http://www.arkansas.gov/dfa/aasis/AASIS Training/ACCTREC/aasis _training ARIP.html.

About The Step by Step Instruction

In an effort to keep our instructions concise, we have created an instructional “shorthand” that
uses angled brackets < > to denote actions and/or entries. Use this legend to help answer
guestions you may have:

- <Enter> Press the Enter Key on your keyboard
- <Enter> @ Click the illustrated Icon

- <12 alpha/numeric limit> Defines the field character limit

- <GoTo><List> Defines menu path navigation

- Field Names Bold italics define field names
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Chapter 1: Master Data Records & System Processing

Accounts Receivable: The Basics of Customer Invoicing

Learning Objectives

« Define Essential AASIS Design Elements

 Discuss Relationships Between Design Elements and
Business Integration

. Define Basic Uses of Master Data Records
. Define Essential Accounts Receivable Master Records

 Define the Purpose of AASIS Documents in the Business
Integration Model
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Introduction

AASIS, (Arkansas Administrative Statewide Information System), uses
an integrated database design to store and process financial and
human resources data.

AASIS Support Center (ASC) staff implemented the master and
transaction data requirements for all State agencies with the help of
many state employees from across the state.

Thanks to this huge effort, we now have a powerful integrated
accounting system enabling the State, with the correct use of AASIS
transactions, to produce accurate financial reporting information.

To ensure your success as an Accounts Receivable (AR) user, we
begin with a basic overview of the State’s primary business functions to
help us explain the AASIS design.

While we are not yet ready to discuss detailed information related to AR
processing, in this chapter we do use a basic model of the AR business
process to illustrate key design elements.

Statewide Business Functions

AASIS id designed to record and produce specific business information
related to the operations of State government. This blueprint for the
design uses 3 general business functions, which are defined next.

It is illegal in this state to deficit spend. This legal standard establishes
the basis for controlling spending when using AASIS transactions.

= AASIS Budgetary Controls ---enables state agencies to
control spending and account for the activities of
governmental services/programs.

The need to monitor, account and plan for how the State
expends/collects funding resources establishes the basis for using
AASIS reporting tools.

= AASIS Reporting Tools ---enables state agencies to monitor
and account for the agency’s current business status, i.e.
financial (balance sheets & profit/loss statements) or
budgetary perspective.

The need to provide governmental services and programs establishes
the basis for the AASIS configuration that supports specific business
processes.

= AASIS Financial Transactions ---enables state agencies to
record daily business transactions associated with their
governmental services/programs.

As you read more in this chapter about the AASIS design and its
relationship to the above business functions, keep in mind AASIS not

1
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only records your agency'’s business information, it records business
information for over 200 state agencies.

While admittedly complex, this design is powerfully efficient in meeting
the overall business needs for the State of Arkansas.

To use AASIS effectively, we cannot ignore the importance of
understanding the basics for how it processes the information you
enter.

AASIS Overview

AASIS uses a module and sub-module organizational method to group

and store business information with their related individual components.

* Module —a group of related components serving
complementary business functions.

* Sub-Module--- an individual component containing related
transactions.

Currently, the State of Arkansas utilizes 3 primary business modules
(FI, MM, HCM) containing multiple sub-modules (a short description
follows).

Employee Self-Service
Training and Events

General Ledger
Special Purpose Ledger

AASIS Modules
Financial Materials Management Human Capital
(FI) (MM) Management (HCM)

Sub-Modules

1. Accounts Payable 1. Inventory 1. Organizational

2. Accounts Receivable 2. Logistics Invoice Management

3. Cash Management Verification 2. Personnel Administration

4. Controlling 3. Purchasing 3. Time Management

5. Project Systems 4. Payroll

6. Funds Management 5. Benefits

7. 6.

8. 7.

Not(e/s/é
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Financial (FI) —contains the master and cumulative transactional data
created within the associated sub-modules. The need for budgetary
control, required reporting and financial processing play a critical role
for how each sub-module stores and processes information related to it.

Fl Sub-Modules

1. Accounts Payable (AP ) ---contains vendor master and
transactional data created by vendor invoices. This sub-module is
related to budgetary and financial statements.

2. Accounts Receivable (AR) ---contains customer master and
transactional data related to customer accounts. This sub-module is
related to an agency’s financial statements but has no business
association with budget control.

3. Cash Management (CM) ---contains house bank information for
treasury and commercial accounts. This sub-module stores
information related to warrant redemption and/or cash deposit
(cleared to spend status). This sub-module is related to financial
statements but has no business association with budget control.

4. Controlling (CO) ---contains Cost Center, Cost Element and other
data used to capture financial reporting information. The cost center
derives the needed funds management information when used in
several FI transactions.

This sub-module is related to business management reporting which
provides diverse monitoring options for agencies.

5. Project Systems (PS) --- contains project information (type,
purpose, funding source) and collects transactional data most
commonly used to account for grants and assets under construction.
Like CO, this sub-module is related to business management
reporting which provides diverse monitoring options.

6. Funds Management (FM) ---contains appropriation levels for an
agency and enables budgetary controls by using “budget quad”
master data records; i.e., Functional Area, Commitment Item, Fund
and Funds Center. This sub-module is related to budgetary controls
and plays a critical role for how the system implements these
controls during the completion of FI transactions.

7. General Ledger (GL) ---contains the Chart of Accounts for the
entire State. The chart is an organized list of individual General
Ledger accounts used by all agencies. This sub-module is related to
the balance sheets and profit/loss statements.

8. Special Purpose Ledger (SPL) --- contains GL account balances,
by fund, for all FI transactions. This enables reporting options
specific to fund accounting versus financial accounting.
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As you may have concluded, while each sub-module has a specific
purpose, normal business activity crosses the sub-module assignments
based on the business function associated with a specific step.

In other words, a complete business process might exist within a single
module/sub-module, or it might cross multiple modules and sub-
modules.

Let’s use a basic model of the AR business process to illustrate this
point.

Accounts Receivable Process Overview

The business function of Accounts Receivable allows an agency to bill
customers for amounts due. In our illustration (below), customer data
must exist before an invoice can be posted against it. In addition, some
invoices may include the additional charge of sales tax, triggering a tax
liability for the agency. The invoice is printed and mailed to the
customer, followed by the customer’s payment. An agency then
deposits the payment (cash).

Not(e/s/é

Create Customer Data || Create Invoice |,.| Print/Mail Invoice || Receive Payment

|

Deposit Cash

Without Tax
With Tax

Additional Sub-Module Assignment

We mentioned earlier that a business process can cross sub-module
assignments. Here we talk about the module and sub-module
assignments associated with each step of the AR business process.

All of the process steps are assigned to the Financial (FI) Module;
however, additional sub-module assignments also exist...depending on
the business function of the step.

Each time a customer invoice is created, the customer account is
debited for the billing amount and revenue is recorded to a General
Ledger account. The Accounts Receivable Sub-Module owns customer
accounts and the General Ledger (GL) Sub-Module owns GL accounts.

If an agency invoices a customer and charges sales tax, a tax liability
for the agency is created when the invoice is posted. Customer
accounts remain with the AR sub-module while the GL and Accounts
Payable (AP) Sub-Modules own the liabilities.

Payments from the customer represent the credit to the customer
account. Because the process still involves the customer, this step
remains a part of the AR Sub-Module. The physical possession of cash
represented in this step introduces the additional sub-module owner,
Cash Management (CM) and the revenue generated by the payment is
a part of the GL Sub-Module.
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The last step, Cash Deposit, is no longer associated specifically with
the customer. This step is assigned to the CM and GL sub-modules

only.

See our illustration below:

Not(e/s/é

Financial Module Financial Module  Financial Module Financial Module Financial Module
Create Customer Data || Create Invoice || Print/Mail Invoice || Receive Payment |[,| Deposit Cash
AR Sub-Module AR Sub-Module AR Sub-Module AR Sub-Modlule CM Sub-Module
GL Sub-Module CM Sub-Module GL Sub-Module
AP Sub-Module (Tax) GL Sub-Module

This organizational method also:

+ Allows the transfer of information between modules and sub-
modules

» Creates additional “background” postings (very important to
you)

* Allows users to report (retrieve stored information) using
multiple perspectives

We “integrate” or enable the storage and exchange of information
between the modules/sub-modules by using master data records,
transactional data (dynamic tables) and financial documents.

Master Data

AASIS master data records store information (in tables) that remains
the same over a long period and/or is needed often in the same form.
Usually, these records are created once, centrally maintained, and are
grouped by using the module organizational method (owner module)
and ID number assignments.

For example, a Customer Master record is assigned to the FI Module, is
retained in the AR Sub-Module and used in AR transactions by entering
the customer ID number.

Master records...
» Enable derivation (retrieves information for you) of additional
information within a transaction, reducing data entry
» Enable system controls to restrict uses in limited instances
* Facilitate integration between the modules and sub-modules

* Facilitate multiple reporting options by serving as a “primary
key” to sort, group and retrieve specific types of transactional
information
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Transactional Data & Dynamic Tables

Transactional data is accumulated each time you complete a
transaction. AASIS stores this data within hundreds of individual
dynamic tables, creating the ability to:

* Produce multiple managerial reports

* Enhance availability of financial information (“real time”

access)
* Troubleshoot
What makes a table “dynamic” and why is the answer important to

you? Think of a dynamic table as having life. It grows and it ages. It
also provides important “services” through program logic or commands.

The transactions you perform tell AASIS...
* The data to retrieve
* The table names to store the data you enter

 The command (when necessary) to create additional
background postings using your new data.

Add the powerful indexing capability provided by master records and
document types, and you now have multitudes of reporting options.

The table below illustrates how master records, global settings and
dynamic tables establish the basis for storage and processing system
information (we explain document types later in this chapter). Please
note: This illustration does not capture the full table elements
mentioned. Rather, it uses common fields to help you generally
understand how information is stored and processed.

Each master data record is centrally stored within a Master data
table. In turn, the “master” table is assigned to a module and/or sub-
module most complementary to the data’s established business
functions. Customer Master Records are assigned to the FI Module
and the AR Sub-Module.

FI Module---AR Sub-Module

Each row of information represents

Table--KNA1 Customer Master Records a customer master record. ( DFA--
Office of Accounting, is the only
Customer # Name Address Phone agency authorized to make
G Smith 67 WestMain | 510.325.2555
B Jones 547" Street | 870.245.2154 changes to these records for
statewide use.)

As you enter transactional data, AASIS stores the information in a
series of dynamic tables. The step within the business process
determines where the transactional data is stored (remember the
module assignments). In the example below, we use AR process
steps to illustrate this point.

6
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Table BSID stores the information you enter when creating a
customer invoice, credit memo and/or payment (open items).

FI Module---AR Sub-Module

Table---BSID Open Customer Items

Customer # Amt Ref Text GL Acct
[Tz 50.00 6789 | Photos At
(i 25.00 2546 | Books A

Remember, your actions are driving the “commands” of this activity.

[atiisd 50.00 [ 6789 [ Photos | 4ttt |

Table BSAD stores cleared customer items. In other words, the
transactional data associated with AR moves to a different table
upon completion of the business process steps.

FI Module---CM Sub-Module

Table---BSAD Cleared Customer ltems

Customer # | Amt Ref Text GL Acct Fund Clearing DOc
Ciiiiazqca 50.00 | 6789 Photos Attt i 1
Ciisarsz 75.00 | 5473 Tapes Attt HH#HH 1

For now, remember this: AASIS uses tables to process, store and
produce a variety of business information. The transactions you perform
tells AASIS what data to retrieve, the table names used to store the
information you enter and the command (when necessary) to create
additional background postings using the data you added.

Essential AR Master Data

To help us explain the use of master records most commonly used in
the AR business process, we use 3 primary categories:

» Essential (Required) Master Data

= Derived (Defaulted) Master Data

= Optional (Elective) Master Data

We begin with the required master records critical to AR processing.

DFA-Offices of Accounting and Budget (DFA-OA and DFA-OB) manage
these records centrally. Submit change requests to the appropriate
contact person within one of these divisions.

Not(e/s/é
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These records, along with their module assignments, are:

Essential Master Data Owner Module
» Business Area Global Setting
= Cost Center Controlling Sub-Module
= General Ledger Accounts General Ledger Sub-Module
= Customer Master Accounts Receivable Sub-Module

Business Area

The Business Area (BA) record defines your agency’s financial data
through a unique 4 digit number. This master record, configured by
ASC staff, enables reporting at the agency level.

Because the BA record is used throughout almost all of the FI sub-
modules, we refer to it as a global setting versus being “owned” by any
one module/sub-module.

Business Area # Name

0610 Department of Finance and Administration

Other system uses for the BA are:

* Appears as a required field in FI business transactions

* Performs system edits within some transactions---stops you from
finishing a transaction until you input the 4 digit code

* Prevents you from posting financial documents to business
areas not assigned to your security authorization(s)

» Serves as a selection criteria within the AASIS FI reporting tools
Cost Center

The Cost Center defines the area of fiscal responsibility in an agency
based on its organizational structure (locations and/or divisions). In
other words, a cost center collects cumulative costs associated with
specific organizational units.

For example, an agency may have at least one unique cost center to
represent a county office and at least one other unique cost center to
represent a central office.

Cost centers are represented by a unique 6 digit number and are
owned by the Controlling (CO) Sub-Module.

Cost Center # | Functional Area Business Area Fund
541287 ADMN 0610 HSC6101
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System uses for a cost center record are:

+ Enables derivations of financial data---BA, fund, funds center

and functional area---within Fl business transactions

* Enables management personnel at all levels to monitor agency

revenues and/or expenses

General Ledger

The General Ledger (GL) Sub-Module contains the State of Arkansas
financial Chart of Accounts (commonly referred to as GL accounts).

GL Account # Name

Recon Acct?

Commitment ltem

5054123654 Travel Fees

No

500:00:00

Created to record financial postings for specific business processes, the
GL master records are organized using 6 primary categories to define

the sources and/or uses of an agency’s money.

Each category serves a different purpose in financial statements, and
has a different number range assignment; each GL number assignment

will always be 10 characters in length.

Below we list the 6 account categories, along with the account type and

the numbering range assignments for each category.

Account Category Account Type Number Range
Assets Balance Sheet | 1000000000 - 1999999999
Liabilities Balance Sheet | 2000000000 - 2999999999
Fund Balance Balance Sheet | 3000000000 - 3999999999
Revenues Profit & Loss 4000000000 - 4999999999
Expenses Profit & Loss 5000000000 - 5999999999
Other Sources and Uses | Profit & Loss 6000000000 - 6999999999

Besides the important function of capturing financial postings for your
business area (and ultimately the State of Arkansas), system uses for
the Chart of Accounts are:

» Uses reconciliation (recon) accounts to record summary totals

per account category from the system sub-ledgers
* Contains the list of individual accounts used in all financial

transactions

In AR, a reconciliation account links the customer sub-ledger to the

general ledger for reporting purposes.

Not(e/s/é
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Accounts Receivable General Ledger Accounts

Accounts receivables will ALWAYS post to a Revenue or Other
Source GL account. In other words, as an AR user you will always be
using one/both of these account types when performing AR
transactions.

Let’s look at these accounts in more detail, beginning with Revenue.

The State’s posts to 3 different revenue types, use the third digit in the
account number to define the individual revenue account types.

General Revenue

General Revenue accounts identify monies resulting mostly from tax
collections. These revenues will ALWAYS be deposited to Fund
AGAO0000, BA 0610 using cost center 383359.

A01####H#H## GL account codes represent the general revenue master
records.

Revenue B
L General Revenue Q01 HHHH#H#

Special Revenue

Special Revenue accounts identify monies designated as Special
Rrevenue by the Legislature. These monies are subject to special fees
based on the legislative definition for the special revenue.

When collected, special revenue postings are receipted to a business
area’s fund and then transferred daily to Fund ASAO000 by the State
Treasurer. At the end of each month, the monies, minus fees, are
transferred back to the business area’s fund.

A02####H#H### GL accounts represent the special revenue master
records to which a 3% fee is applied.

A03####HH## GL accounts represent the special revenue master
records to which a 1.5% fee is applied.

Revenue A
— General Revenue A01#HH###4
L Special Revenue
——  402####HHH 3% Fees
——  A03##HHH#H## 1.5% Fees

10
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Other Revenue

Other Revenue accounts identify monies from other revenue sources,
including Federal funds. These revenues are deposited to the business
area fund and become available for use as soon the money has
cleared.

A04###H#HHH# and A05####HHH# GL account codes represent the Other
Revenue master records.

Revenue Q44

— General Revenue A01 ##HHHHH
L Special Revenue

— A02#4 4+ 3% Fees
— A03#4 4 1.5% Fees
Other Revenue

— 404#####4#4  Other
— 4054444444 Federal

Other Sources

Other Sources accounts identify refunds to expenditures and inter/intra
agency transfers in.

As already mentioned, this GL account category is represented by a
OHHHHH##### number range assignment.

Customer Master

Owned by the Accounts Receivable Sub-Module, the Customer Master
defines the customer information necessary to post and process
customer invoices and payments.

Customer # Name Address
O John Smith 6789 W. Willow

These records are organized using 4 customer groups and each group
has a different number range assignment.

The method of number range assignments (performed by DFA-OA) for
the customer master record depends on the customer category.

Customer Groups Number Assignments Assignment Method

Standard Customer

600000000 --- 699999999

Internal (system generated)

Information Systems)

400000000 --- 499999999

State Agencies 998000000 --- 998999999 External (manual)
State Employee 997(Personnel #) External (manual)
DIS (Department of External (technical

interface)

11

Not(e/s/é



' Chapter 1: Accounts Receivable Note/<°
AASIS Overview L_

AASIS sequentially assigns a number (600000000-699999999) to a
Standard Customer master when DFA-OA creates the master record.

All other customer master records are manually assigned numbers by
DFA-OA using the following numbering conventions:

State Agency Customer Master Records

=  ALWAYS begin with 998 as the first three digits. This creates the
numerical separation necessary to maintain separate master
records defining the business functions of agencies as
customers.

This is a very important point for you to remember when entering
customer numbers while completing AR transactions.

= The fourth, fifth, sixth and seventh digits define the business
area (9980610##).

= The remaining digits allow the creation of multiple addresses
(998061002).

State Employee Customer Master Records

=  ALWAYS begin with 997 as the first three digits.

=  ALWAYS end with the 7 digit personnel number, using the
leading zeros of the personnel number.

DIS Customer Master Records

= The second, third, fourth and fifth digits define the business area
(A0ATOHHHHH).

= The last four digits are the AU numbers from the DIS legacy
system (4047084956)

= This customer category is USED ONLY by the DIS, primarily
through automated processing (technical interface). In other
words, you should never select a customer from this category
when completing AR transactions.

Customer Subsidiary Ledger

The customer master number is the account number used to post
transactional data to the Customer Sub-ledger. These accounts are
open item managed and must go through a clearing process to settle.

The Customer Sub-Ledger is owned by the AR sub-module and links to
the Chart of Accounts (GL) through a reconciliation account.

See our illustration on the next page.

12
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Chart of Accounts

Stores summary (sum of sub-ledger
details) information for all customer
account activity L

I I I I I I
{ Asset Liability Equity Revenue Expense Other Sources

General Ledger

|
Subsidiary Ledger * Stores the customer posting details
I (transactional data)

Customer Accounts

Derived AR Master Data

Derived master data are the master data records AASIS uses to
automatically populate (derive) specific fields within a transaction.

Derived data usually comes from a different sub-module and creates
simultaneous background postings  whenever you use one of these
records.

In other words, when you create a customer invoice and use a cost
center, you create not only an AR posting to the customer sub-ledger,
but also a GL posting , a CO posting , an FM posting and an SPL
posting . This enables reporting capabilities for a single transaction
from multiple modules---without entering the same transaction more
than once.

ALWAYS verify derived entries! One thing AASIS cannot do for you is
confirm you are entering the correct accounting information for your
agency'’s specific needs.

DFA-Offices of Accounting and Budget (DFA-OA) manage these
records centrally. If you discover an error with one of the records,
submit change requests to the appropriate contact person within one of
these divisions. (See appendix for helpful links to DFA.)

Derived Master Data Owner Module

* Functional Area Funds Management Sub-Module
» GL Reconcilliation Account General Ledger Sub-Module

* Funds Center Funds Management Sub-Module
= Fund Funds Management Sub-Module
=  Commitment Item Funds Management Sub-Module
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Functional Area

The Functional Area identifies the general purpose of the agency
(Health and Human Services, Public Safety...) and provides a basis for
CAFR reporting categories. Represented by a unique 4 digit code, the
functional area is part of the budget quad we mentioned on page 8.

FA Description

ADMN Administrative Services

Funds Center

The Funds Center defines an agency’s legal authority to spend money
(appropriation). Another component of the budget quad, the funds
center is represented by a unique 3 or 4 digit code.

FM Area Funds Center Valid To Valid From
ARK FD45 07/01/09 06/30/10

System uses for a funds center are:

» Derives from the cost center you enter in Fl transactions (just like
the fund)

» Prevents over spending by blocking the completion of financial
transactions when appropriation is not available (budgetary
controls)

The Funds Management (FM) Sub-Module provides budgetary control
to validate spending authorization by using two additional master
records. These master records are the Commitment Item and Fund,
completing the budget quad.

Fund
The Fund identifies an agency’s pool of money.

FM Area Fund Funds Center Valid To Valid From

ARK HSCO0000 009 07/01/09 06/30/10

The fund, represented by a unique 7 digit code, is significant to AR
processing because it records:

* Deposits or incoming transfers to increase an agency’s cash
balance

* Revenues expected for funding specific areas.

Funds can also be used by agencies to keep track of different funding
streams or to “separate” cash used for multiple purposes. For example,
some agencies receive money from both the State and the Federal
government. An agency might request two funds — one for the state
money and one for the federal money.

Cash funds always have a numeric number assignment. Treasury funds
always begin with 3 alpha characters.

14
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Owned by the Funds Management (FM) Sub-Module, the fund derives
from the cost center you enter when completing FI transactions.

When you enter the cost center and press the “Enter” key, AASIS
retrieves the fund information and populates the appropriate field(s). To
avoid serious accounting errors, ALWAYS confirm the fund information
before parking and/or posting a financial document. NEVER manually
enter fund information unless specifically required by a transaction
(which happens rarely).

As the fund defines an agency’s pool of money, it is also very important
to stress here that all of this money may NOT be available to spend.
For example, you may deposit money into your checking account at
6:00 pm; however, the cash is not immediately available to spend.

Commitment ltem

The Commitment Item defines the functional grouping of expenditures
and revenues (formerly known as character codes) within the FM Sub-
Module.

Represented by a unique 7 digit code, commitment item categories
include Maintenance & Operations, Regular Salaries, Transfers In,
Special Revenue, Federal Revenue, and General Revenue.

FM Area Fiscal Year Commitment Item # Name
ARK 2010 400:00:40 Other Revenue

Optional Master Data

Unlike the essential and derived master data records, an agency
creates and maintains optional master data records based on its unique
internal reporting needs.

Optional Master Data Owner Module

= Internal Order
= \WBS Element

Controlling Sub-Module
Project Systems Sub-Module

As an AR user, it is very important for you to know what, if any, optional
master data records your agency requires when completing AR
business transactions.

Internal Order

The Internal Order defines the statistical accumulation of an agency’s
program costs, cost pools, or special interest costs not associated with
capital projects or grants.

The internal order is owned by the Controlling Sub-Module and is
represented by a unique 8 digit code.

Order #

Description

BA

Responsible Cost Center

10610tst

Healthy Arkansas

0610

654128

15
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Work Breakdown Structure (WBS Element)

The WBS Element defines the statistical accumulation of an agency’s
program costs, cost pools, or special interest costs associated with
capital work or grants.

The Project Systems Sub-Module owns this record, which supports the
reporting records established in the Controlling Sub-Module. The WBS
element is represented by a unique 22 digit code.

WBS # Description BA Controlling Area
C.0710.02044-01 Gym Construction 0610 654128

Master Data Records & Integration

As we’ve explained, derived data usually comes from a different sub-
module(s) and creates simultaneous background postings  whenever
you use one of these records.

These hidden postings are possible because of the table structures,
organizational methods and unique number assignments for each
master record type.

Here are some specific examples of the AR integration elements
important for you to remember:

= Cost centers and WBS elements have a business area and
functional area assigned to their master record, enabling
reporting tools.

= Cost centers are used (through programming tools) in FM to
“assign” funds, and funds centers, thus populating 1/2 of the
budget “quad” when they are used. In AR processes, the fund is
the most relevant master record of the budget quad.

= Every GL account has a commitment item assigned to it;
whenever the GL account is used, that commitment item
automatically populates into the transaction.

= Customer master records contain the appropriate reconciliation
GL account number used to report the customer’s account
balance in the GL.

Financial Documents

Every time you park or post a financial transaction, AASIS creates a
financial document using a document type specifically designed for that
business purpose or sub-module.

Every financial document contains document header and line item
detail sections, which display additional document type design
elements. We explain this in more detail following this overview.

Document types, represented by 2 unique characters, help you use
master data records more efficiently by...

16
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= Identifying the financial sub-module for which a document is
used

= Enforcing additional processing restrictions, when applicable
= Containing specific number range assignments

For example, a customer invoice uses a DR document type to record
and store customer postings. You CANNOT use a DR document type to
record and store vendor postings because it was not created to support
Accounts Payable functions.

To look up or track the status of parked or posted transactional data,
use the document type characters and/or the assigned document
number.

Security roles and posting key settings are another way a document
type can restrict processing. We discuss the impact of security roles in
Chapter 2 and address posting keys on the next page.

Document Header Section

The document header section contains reference data associated with
the financial transaction. The header section identifies but is not limited
to the:

= Document type characters and description

= Document number

= Header text (if applicable)

= Name of the user performing specific actions
= Date/time action stamps

The document type character and description field tells you the
business process associated with the document information.

For example, a DR document type description field displays “Customer
Invoice”.” Because customers are only associated with the Accounts
Receivable business process, you know the financial information is
related to AR.

All document types have a number range assignment. Customer
document numbers are 8 digits long and systemically assigned when
you park or post a transaction.

The document number enables the retrieval of detailed transactional
data by single or multiple values.

We have listed the most commonly used document types in AR on the
next page.
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AR Commonly Used Document Types
Debit Credit
Document | Posting | Posting | Document Number
Description Type Key Key Range

Customer Invoice DR 01 50 18000000 — 18999999
Customer Payment DZ 40 15 14000000 — 14999999
Customer Credit
Memo DG 40 11 16000000 - 16999999
Customer Invoice
Complex Entry DR/DC 01 50 18000000 — 18999999
Accounting Document AB 07 17 10000000 — 19999999

Document Detail Section

All financial documents contain detail sections consisting of 2 or more
lines of debits and credits that MUST balance to -0- before AASIS will
allow a document to post.

Posting key information, defined per document type, appears on the
debit and credit lines of all financial documents.

Posting keys are 2-digit numbers used to identify the account type
(customer, general ledger, etc.) and the posting type (debit/credit) for
that account.

For example, the “DR” document type (customer invoice) uses posting
keys 01 and 50.

Posting key 01 restricts data entry to a customer account number and
further defines the posting as a debit for the customer account.

Posting key 50 identifies a general ledger account and restricts the
posting to a credit for the GL account.

The “DZ” document type (Customer Payment) contains the posting
keys 40 and 15.

Posting key 40 restricts data entry to a debit against a general ledger
account.

The posting key 15 restricts data entry to a credit against the customer
account.

In many circumstances, the transaction automatically defaults the
document type and posting keys which automatically restrict account
choices in a transaction.

Note: Not ALL financial transactions default posting keys, making it
critically important for all users to understand the primary document
types and subsequent posting keys they work with when using AASIS.
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In these cases, the document type and posting key information are
required fields, which you must enter.

Review

State and Federal reporting requirements, along with the variety
of State business processes, are the blueprint used to design
the current AASIS master data structure and programming logic.

AASIS uses a module and sub-module organizational method to
group related business functions with related transactions.

The master data records, database tables and document types
serve as the basis for system integration.

Some master data records derive important financial information
when you complete a Fl business transaction.

Other master data records, when used in a transaction, trigger
simultaneous background postings.

The master data records most relevant to Accounts Receivable
processes are:

= Business Area

= Cost Center

= GL Account

= Fund

= Customer Master

= Internal Order (determined by your agency)
= WBS Element (determined by your agency)

Document types enable the ability to track financial details
related to a specific business function.

Document types, with posting keys, define what account types
can be used in a transaction.

Posting keys define if a debit or a credit is used with the
corresponding account type.
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Learning Objectives

State the Importance of Internal Controls

Define 3 Methods AASIS Supports Internal
Controls

Review the Accounts Receivable Security Roles
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Introduction
In this chapter, we explain how AASIS supports internal controls.

We begin with a short discussion about some of the principles guiding
system controls.

Fiscal Accountability

Generally stated, all state employees must demonstrate fiscal
accountability to the citizens and creditors of the State.

Individual accountability (state agency and/or that agency’s employees)
is measured through how well that agency collects and uses its
resources.

Statewide fiscal accountability measures the cumulative collection and
use of all state agency resources.

AASIS, through its reporting tools, master records and transactional
data, is the financial system that produces the majority of the
information contained in the statewide statement of net assets provided
to citizens and creditors.

What can you do the ensure you and your agency are fiscally
responsible?

You and Your Agency’s Fiscal Accountability

Some of your answers probably included statements similar to the
following:

* Understand and use the statewide accounting standards (See
Helpful Links in the appendix).

* Understand my agency’s policies and the relationship of those
policies to statewide accounting standards

* Understand how my job duties relate to the work of others in my
agency

» ldentify the AASIS security roles necessary to perform my duties
and how these roles involve the work of others

» Understand how to use AASIS transactions to accurately
document my agency’s AR activities

* Help prevent and/or report any fraudulent activities

Internal Control

Section R1-19-4-505 of the State Financial Management Guide (see
Helpful Links in appendix) states that internal control is at the core of
State government...fulfilling its mission and achieving its goals (fiscal
accountability), while providing safeguards to protect governmental
resources.
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It further defines internal control as a process created to provide
reasonable assurance regarding the:

» Effectiveness and efficiency of business operations
= Reliability of financial reporting information
= Compliance with applicable laws and regulations

Here are some internal control examples (Addendum P2-19-4-505 of
the Financial Management Guide):

A. Top level reviews of actual performance
B. Physical control over vulnerable assets

C. Controls over Information processing

D. Segregation of duties

E. Proper execution of transactions

F. Appropriate documentation of transactions

Of the above activities, which relate to AASIS?
[ 1A -- Top level reviews of actual performance
[ 1B -- Physical control over vulnerable assets
[] C -- Controls over information processing
[ ] D -- Segregation of duties
[ ] E -- Proper execution of transactions
[ ] F -- Appropriate documentation of transactions
[ ] G — All of the above
If you answered “G---All of the above” you are correct! Here’'s why:

Below we illustrate the general relationships between the internal
control examples and AASIS. For our purposes in this chapter, we use
(C) Controls over information processing; and (D) Segregation of
duties, as the principles behind the content in remaining sections.

Internal Control Activity AASIS
A. Top level reviews of actual A. Reporting Tools
performance
B. Physical control over vulnerable B. “Assets” & “Inventory”
assets Documentation
C. Controls over information C. Master Data, Document Types,
processing Security Roles, Transactions
D. Segregation of duties D. Security Roles
Proper execution of transactions E. User Knowledge, Configuration
F. Appropriate documentation F. Transactions, Reporting Tools
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We strongly recommend you review all policy guidelines within your
agency and incorporate them into using AASIS appropriately.

AASIS Security Roles

The number of people involved in completing a business process is
also a very important aspect of internal control.

Segregation of duties clearly defines the steps an agency takes to
ensure fiscal accountability among employees at all levels.

While the majority of state employees are people of integrity, we cannot
ignore the fact that theft does happen in the workplace and we must
take measures to prevent it.

AASIS security roles restrict a user’s access to transactions that clearly
“conflict” in business function, preventing people from performing
multiple business functions (transactions) that could represent a risk of
theft to an agency.

Keep in mind, a person can have several role assignments as long as
these assignments are not in “conflict,” and the internal control
measures remain intact.

For a listing of AR roles, see our appendix AR Roles and Conflicts.
AASIS Park & Post Functionality

While security roles are an important part of AASIS internal controls,
they cannot address all of the State’s security needs. As a result, we
use park and post functionality as another form of internal control.

Park and post functionality helps prevent theft AND protects/ensures
the accuracy of an agency’s financial statements by...

* Requiring two users to complete the posting process; one
user to create and park a document, the other user to review
and post the document. This also supports document
review/approval in AASIS.

* Restricting posting authorization based on user id versus role
assignments.

The person posting the document assumes accountability for that
record’s accuracy. A posted document directly impacts an agency’s
financial statements but a parked document does not.

Careful review of financial documents is probably the most significant
preventative action an agency’s management structure can enforce.
Doing so can eliminate errors appearing on an agency’s financial
statements.

In addition to using security roles, the park/post functionality uses the
combination of transaction settings and user id validation.
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This means you could have multiple role assignments, some of which
authorize using both park AND post transactions in AASIS.

In these cases, the additional security measures of the park/post
functionality NOT the AASIS role assignments are what prevent you
from parking and then posting your own parked documents.

Here’s how it works.

Through configuration, we have removed post authorizations from
some transactions. This prevents you from posting financial documents
without first reviewing the document in the system.

If a “Post” icon does appear on a transaction screen for park only
transactions, it is grayed out or not an active post function.

Once you create and park a document for review, AASIS prevents you
or the user who last made changes to the parked document from
posting it. AASIS does this by referencing the user ids for the persons
creating or making the most recent changes to the document.

If a reviewer makes changes to a document and saves those changes,
AASIS logs this change---noting the user id of the person saving the
change---and then prevents that user from posting the newly revised
document.

This, in turn, creates the need for another reviewer to post the revised
document.

Here’s an example of how the park/post functionality works with a
customer credit memo.

User A creates a customer credit memo (document type DG) with
transaction FB75. FB75 is a park only transaction which prevents user
A from posting the document.

Because a credit memo changes the amount of expected revenue
collection for an agency, the appropriate manager (User B) should
review this document before approving (posting).

User B uses transaction FBVO to first review and then post (if
appropriate) the credit memo. User B notices the credit memo does not
contain the same fund information recorded in the customer invoice
(document type DR). User B corrects the fund information on the credit
memo and saves his change.

Thinking he was saving time, what User B actually did was eliminate his
authorization to post this credit memo. AASIS has logged his user id as
the person who last made and saved changes to the document.

The way to avoid inadvertently creating this type of posting restriction
during the review process is to ask the person who created the
document (User A) to correct the appropriate information. Once
corrected, the reviewer (User B) can then confirm the correction and
post the revised document.
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Summary

AASIS was designed using careful consideration toward fiscal
accountability and internal controls.

The master data records and document types define the types of
information that can be used during the completion of specific
transactions.

Security roles define the specific transactions a user is allowed to
perform in AASIS.

Because AASIS is designed to accommodate multiple business
functions of widely diverse governmental programs/services, we have
also created other forms of system controls such as the park/post
functionality for specific types of transactions.

These controls, designed to work in conjunction with user actions, are a
necessary part of recording financial information in AASIS; enabling the
State to meet all reporting requirements, while supporting individual
business needs of user agencies.
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Accounts Receivable

Learning Objectives

View a Customer Master Record Using Transaction
FDO3

Create & Post a Customer Invoice Without Tax
Using Transaction FB70

Create & Post a Customer Invoice With Tax Using
Transaction FB70

Identify Customer Account Iltems Using Transaction
FBL5N

Preview a Customer Invoice Using Transaction
ZINVC

Park and Post a Customer Credit Memo Using
Transactions FB75
and FBVO

Correct Document Text Errors Using Transactions
FBV2 and FB02

Reverse a Posted Document Using Transaction
FBO8

Manually Clear Customer Items Using Transaction
F-32

Preview a Customer Account Statement Using
Transaction ZF27
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Introduction

As you already know, the Accounts Receivable Sub-Module (AR)
establishes records of and tracks amounts due from customers to an
agency.

In this chapter, we get you started using Accounts Receivable
transactions by providing step-by-step instructions for 11 essential AR
transactions.

In 7 out of the 11 transactions, you are creating, reviewing and/or
modifying financial documents associated with the AR module.

In Chapter 1, we discussed the basic organizational design of AASIS
(modules and sub-modules) and also identified how these modules
integrate based on a specific business purpose.

Taking that a step farther, we also defined how AASIS uses specific
document types to capture postings within these modules. Keep in
mind, the data you enter in these documents is used to meet all State
reporting requirements for all State business processes.

To help support these reporting requirements, we have created a
standard (global) document layout which appears the first time you
create, review and/or modify an AASIS document.

This global layout, capturing the important fields associated with all
business modules, may contain fields which are not relevant to a
specific business process.

The Accounts Receivable Sub-Module is a good example of this. Many
of the fields contained in this standard layout are not relevant to AR
business processing. As a result, in our illustrations we have modified
the global layout and customized it to better illustrate the document
fields you, as an AR user, should focus on.

Even though we have included instructions for modifying document
layouts in the appendix (see Making the Most Out of Document
Settings), we want to show you the difference between the global
document layout fields and the customized document layout we use in
this chapter before we get started.

As you look at these documents, keep these key points in mind.

= Without the global standard, some transactions/documents do
not display key accounting fields that should be validated prior to
posting.

= The global standard incorporates key fields associated with all
AASIS business modules.

= The customized layout we use for illustrating AR documents in
this manual is an example of how you can customize your own
document layouts.
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= The decision to customize your own document layout should be
based on your agency’s specific business processes and should
never ignore key fields (fund) related to fiscal reporting.

Compare Document Layouts

Using a customer invoice, here is the AASIS Standard-Global Default
document layout.

Display Document: Overview

7 @ & & & Display currency @ Reversal document

Document Number 18000360 Company Code ARK Fiscal Year 2007

Dacument Date 03/05/2007 Pasting Date 03/08/2007 Period 8

Reference SAMPLE TEXT Cross-CC na

Currency UsD Texts exist

ENEEEER-E R R i)

Itern| Pk | Account Description BusA |Cost Ctr |Funds Ctr |Fund Commitment item | Amount| Tx | Text Clrng doc.
1|12 600000000 John Walker 0610 110:00:00 50.00- Agency Accounts Receivable (18000360
2(40 4041011000  |Membership Fees  |0610 |383201 (272 HSC&101 |404:00:06 50.00

Using the same customer invoice, here is the customized document
layout we use in this manual for Accounts Receivable. This layout
displays these key fields:

1. Item

PK (Posting Key)

Account (Number)

Description (Account)

BusA (Business Area)

Cost Center

Fund

Amount

Text

10.Clring doc. (Clearing Document Number)

© ©o N o bk WD

Display Document: Overview

“{f qﬁ @ 2 EE Display currency ) Reversal docurnent

Document Number 18000360 Campany Code ARK Fiscal Year 2007
Daocument Date 02/05/2007 Paosting Date 02/05/2007  Period g
Reference SAMPLE TEXT Cross-CC no.
Currency uso Texts exist
EIRNEEER-EERI=R R
ftermn| Pl [Account Description BusA |Cost Center|Fund Amount| Text Clrng doc
1)12 (600000000 John ¥alker 0810 50.00-|Agency Accounts Receivable | 180003560
2|40 |4041011000  |[Membership Fees (0810 |383201 HSCE101 50.00

It is time to turn our attention back to Accounts Receivable, beginning
with an overview of the 11essential AR transactions.
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11 Essential AR Transactions

1. FD0O3---Display Customer

Use this transaction, before creating a customer invoice, to verify a
master record for the customer exists.

2. FB70---Enter Customer Invoice

Use this transaction to create a customer invoice, with or without tax.

3. FBL5N---Customer Line Item Display

Use this transaction to monitor customer account status.

4. ZINVC---Invoice and Credit Memo Print Program

Use this transaction to create the customer’s copy of the invoice and/or
credit memo.

5. FB75---Enter Customer Credit Memo

Use this park only transaction to issue adjustments to original billing
amounts to customer accounts.

6. FBV2---Change Parked Document

Use this transaction to change items in a parked document or to delete
the document entirely.

7. FBV0---Post Parked Document
Use this transaction to review (approve) and post parked documents.

8. FB02---Change (Posted) Document
Use this transaction to change/add text entries in a posted document.

9. FB08---Reverse Document

Use this transaction to reverse a posted document.

10. F-32---Clear Customer
Use this transaction to perform manual clearing of customer items.

11. ZF27---Periodic Account Statements

Use this transaction to create the customer’s copy of the account
statement.
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FDO3-Display Customer

Use this transaction, before creating a customer invoice, to verify a
master record for the customer exists and to verify address information.

Key Points
= FDO3 is a display only transaction.

= DFA-OA centrally maintains (creates, modifies and/or deletes) all
customer master records.

= All user agencies use customer master records.

= Changes to existing master data affect everyone. Request
changes only after careful research and consideration.

Step by Step Instructions

Menu Edit FEawvorit Extras
€ | Foo3 e

1. Type “"FDO03” in the Transaction Command field.

@

2. <Enter>

The Customer Display Initial Screen search window displays. Use this
window to search for a specific customer master record.

Customer Display: Initial Screen

Customer | @

Company code ARK State of Arkans

W o [0 & %K

o
3. <Possible Entries> =

Whenever you see this icon, it means you may search for information
specific to the field it appears in or make selections for the field.
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The Customer Search dialog box displays.

Customer Account Mumber (17

Customers [general] L Customers [by company ¢

Search term

Postal Code

City

Marme *smith™ -
Customer

b airnum Mo, of Hitz a00

| |EH| B

4. Name: <Search Text>.
We use *smith* in our illustration.

Use the wildcard (*) search method for all types of data in AASIS.

v

All possible customer matches display. Notice how the wildcard
selection works. AASIS returned a list of all customer names containing
the word *Smith* anywhere in the name field.

5. <Enter>

Custamer Account Number (1) 152 Entries found
¥ Customers (generall L Custamers [by company code] L Custamers by country/company code “l EIEI
I S
|EEEEEEEE
searchTerm |PostalCode|City |Name 1 |custom..J| -
LIBRARY 72901 FORT SMITH FORT SMITH PUBLIC LIBRARY 600003988 -
II FORT SMITH FORT SMITH Rit & BOW CO 6000035958 [
72901 FORT SMITH FORT SMITH RUBBER & GASKE 600003930
SCHOOLDIS 72901 FORT SMITH FORT SMITH SCHOOL DISTRIC 600003921
SCHOOL DIS 72902 FORT SMITH FORT SMITH SCHOOL DISTRIC 600003992
SCHOOL DIS 72902 FORT SMITH FORT SMITH SCHOOL DISTRIC 600003993
72901 FORT SMITH FORT SMITH TRUSS 6000039594
ShITH 72227 LITTLE ROCK HUBERT SMITH 600004926

6. Double click the “"Customer” you wish to view.
We select “600003989” in our illustration.
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The Customer Display Initial Screen re-appears, with the customer
number we selected populating the “Customer” field.

Custamer Display: Initial Screen

Customer AOORO3989

Company code ARK State of Arkansas

¥ ab O & %R

v

The “Display Customer” screen appears. Use this screen to select
and/or view General or Company Code (Customer) Data.

7. <Enter>

= General Data---contains contact information. Currently, the
“Address” tab is the only section of the screen used to store
information.

= Company Code---contains account management information
supporting integration elements. This information is stored using
the “Account Management,” “Payment Transactions” and
“Correspondence” tabs.

In our illustration (below), you are viewing General Data information.

Goto Extras Help

DHE aDoo @

D)

@ == ; e .
Display Customer: General Data

sod |G| %[ General Data || Company Code Data || Sales Area

= |

MName

L:;e FORT SMITH RIM & BOW CO . AASIS aUtomatica”y displays

whichever category you viewed last

Search terms When USing FDOB-

Search term 1/2

S;?:‘Esiidtz: number 2605 KELLY HWwWY |n thIS Case’ the “General Data” ICOn
zmnzt:tlr;memw us USA P Region AR Arkansas IS grayed OUt and the name appears
Time zore cst in the screen title.

PO box address

e — However, it is possible you will see
ity el ot “Company Code” information first.
Communication

st e 3 — ~'| To switch between the 2 categories,
e . E click the appropriate icon.

E-Mail
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NOteSA;)
Y/

About the Display Customer: General Data Screen

Use the Address tab M fields to verify contact information.

omer Edit Goto

Display Customer: General Data

Y Other Customer %2 Company Code Data [

‘Custormer: 600003989 FORT SMITH RIM & BOW CO FORT SMITH
Address Caontrol Data i Fayment Transactions
MName
Title B
Narne FORT SMITH RIM & BOWY CO

Search Terms

Search term 142 Street address

Street Address

Street/House number

2605 KELLY HwWY

If the customer record contains address information in both the street
address and PO Box address fields (see above), the PO Box

information appears on the printed invoice.

Display Customer: General Da
§5| % | General Data

Company Code Data | Sales Arg

goOOO3I=Es FORT SMITH Rl
-, -,

Address h Contral data h Fayment transactions |

The Control data and Payment transactions
used.
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tabs are not currently

Postal code/City FORT SMITH
StreetHouse numhber 2605 KELLY Hwwy' I Country us USA Region AR Arkansas
Fostal CodeiCity FORT SMITH B — 05T
Country us LSA
Time zone CST 4
FO BaxAddress ii PO box address
PO Box 4368
Postal code 72014 PD BD}: 51358
Cormpany postal sode Postal code 72914
Communication lqum|::|ar'|~_.l.f postal code
Language English e
Telephone Exdl i
Mobile Phane =
Fax Extension E
E-Mail =
StandardCGormm.Mtd = o
Data line
Telehox
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Display Customer: General Dal

5 %2 | General Data || Company Code Data || Sales Ars

‘Customer! goOOO3I=Es FORT SMITH Rl

Address k Contral data k Payment transactions

Company Code Data

8. <Company Code Data>

The Display Customer: Company Code Data screen appears,
displaying the Account management tab.

@ afdH  CeQIBHE Do EE

Display Customer: Company Code Data

5| %2 General Data || Company Code Data || Sales Area Data || & ||

Customert 600003959 FORT SMITH RiM & BOW CO FORT SMITH

Company Code  ARK State of Arkansas

. =

Account management k Payment transactions L Carrespondence L Insurance

Arcounting information
lREC.ACCDunt 1130001000 ] Sort key oz Document Mu
Head orfice Preference ind.
Authorization Cash mgmt group
Release group Yalue adjustment
Interest calculation
Interest indic. Last key date
Interest cycle £} Last interest run
Reference data
Pres.acct no. Fersannel number £}

About the Accounting Information Section

Currently, the State uses the Accounting information and when
applicable, Reference data sections on this screen.

Use these sections to verify reconciliation (recon) account, sort key
and, when applicable (employee overpayments), personnel number
information.

Rec (Reconciliation) Account ---defines the GL recon account number
for the customer account group. AASIS uses the recon account
number in GL reports and on Special Purpose Ledger documents
instead of individual customer account numbers.

The above account is the recon account for the Standard Customer
group (see next page for a full list).
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Here are the recon account numbers for each customer group:

Standard customers Recon Acct: 1130001000

State Agency customers Recon Acct: 1140001000

State Employee customers Recon Acct: 1130002000
@ | 200 €@ SHE D0o0 BE

Display Customer: Company Code Data
| %P | General Data Company Code Data || Sales Area Data |

{Customer! 600003988 FORT SMITH RIM & BOW CO FORT SMITH|
Company Code ARE State of Arkansas
Account management h FPayment transactions k Correspondence k Insurance ‘

Accounting information

Rec. Account 1130801000 Sort key 202 Docurfent Mu

Head office Preference ind.

T TSI o groon

Release group “Walue adjustment

Interest calculation

Interest indic. Last key date

Interest cycle 6} Last interest run

Reference data

Prev.acct no FPersonnel number 6]

Sort Key ---tells AASIS how to find and process customer information.

This field must always be “Z02” for the customer account to clear
appropriately.

Personnel number ---tells AASIS the employee master record to use
when processing employee overpayments.

Always verify this is the correct personnel number.

If you see incorrect data in any of these fields, please report it to DFA-
OA immediately (See Helpful Links in the appendix).

Display Customer: Company Code Data

&5 %2 | General Data || Company Code Data || Sales Area Data || G| | B

iCustamer] 00003953 FORT SWITH RIM & BOWY CO FORT 3

Company Code  ARK State of Arkansas

Account management k FPayment transactions h Correspondence h Insurance

9. <Payment transactions> tab [Z2iMent ransactions |
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The Payment Transaction Screen appears. Use this screen to verify
customer data in the “Terms of payment” field.

Display Customer: Company Code Data

I-_E’ ‘;27 General Data || Company Code Data || Sales Area Data e |

iCustamer BOOA0E953 FORT SMITH RIM & BOWY CO FOH
Comparny Code ARK State of Arkansas
-

Account management Fayment transactions k Correspondence k Insurandg

Payment data

Terms of payment MNT 30 Tolerance group
Known/neg leave
AR pledg. ind.

Time until check paid 1] [¥] Fayment history record

About the Payment Transactions Section

Terms of payment--- defines the length of time a customer has to
submit payment before it is considered overdue.

The above entry “NT30” (Net Terms 30 days) is the most commonly
used definition on customer master records but other choices do exist.

When you create a customer invoice or credit memo, AASIS uses this
entry to automatically populate the “Terms of Payment” field in those
document types.

You can, however, change the terms at the time you create the invoice
and/or credit memo. This feature provides you flexibility with customer
payment terms without changing the customer master record.

Display Customer: Company Code Data

&5 %2|| General Data || Company Code Data || Sales Area Data || (|| B

iCustormer =ElElelelctetate FORT SMITH RIM & BOW CO

Company Code ARK State of Arkansas
-,

Account management : Fayment transactions k Correspondence k

10. <Correspondence> tab Correspandence “
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The Correspondence Screen appears. Use this screen to view dunning
information.

Display Customer: Company Code Data
&5 |%2|| General Data || Company Code Data || Sales Area Data %]

{Custormer; 600003989 FORT SMITH RIM & BOW CO FORT

Company Code ARK State of Arkansas

-,

Account management k FPayment transactions ' Correspondence k Insurance
Dunning data
Dunn.procedure Dunning block
Dunn.recipient Leg.dunn.proc.
Last dunned Dunning level ]
Dunning clerk Grouping key [
Correspondence
Acctg clerk Bank statement 2
Acct at cust. Coll. invoice wariant
Customer user [[]Decentralized processing
Act.clk tel.na.
Clerk's fax
Clrk's internet
ACcount memo

About the Correspondence Section

Dunn.procedure--- defines the dunning frequency to use with the
customer. This field must contain a procedure code before a customer
record is including in dunning.

Dunning block--- blocks a customer account from dunning on a
statewide basis. Short term dunning blocks can also be defined when
using the dunning transaction, F150.

Dunn recipient--- identifies someone other than the customer as the
dunning recipient. This field is not currently used.

Last dunned ---identifies the date of the last dunning run performed
against the customer account. This field updates automatically with
each dunning run performed.

Dunning level ---identifies the level of the last dunning procedure
performed against the customer account.

Repeat steps 1-10 to display other customer records.
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Before we discuss data entry transactions (FB70---Enter Customer
Invoice is one example), we explain the importance of system
messages and the role they play when completing transactions in
AASIS.

Understand The Importance of System Messages

AASIS communicates information to you through system messages.
Never ignore or dismiss these messages---even after you have become
familiar with them!

On occasion, you will contact the AASIS help desk and we will ask you
what a message said, enabling us to help you more efficiently. In
addition, never assume these messages remain the same because
they can and do change.

AASIS uses 3 types of system messages:
= [nformational
= Cautionary/Warning
= Error

Informational Messages ---These messages contain a “Green Check”
icon and tell you what AASIS is doing, will do or has done because of
an action you have taken. Below is one example.

@ Document 18233690 was posted in company code ARK

Cautionary/Warning Messages ---These messages contain a “Yellow
" icon and warn you the action you are taking has consequences.

Usually, although not always, you are asked to confirm this action ---by
clicking “Yes” in a dialog box or by pressing the “Enter” Key. Below is
one example.

|® G/l account 4041038000 is relevant to tax; check code

Error Messages ---These messages contain a “Red X” icon and stop
you from continuing the action you are attempting to perform. Another
form of internal control, we often refer to these messages as a “hard
error.” Below is one example.

@ Enter date in the farmat _/__{ |

Remember, AASIS is a dynamic system---continually updated and
maintained through regular maintenance activities. We remind you
again...do not get in the habit of ignoring system messages.

Understand The Transaction Screen Design

The software AASIS uses comes with predefined screens that are
shared across sub-modules. Each sub-module may use different fields
or tabs.
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FB70---Enter Customer Invoice (Without Tax)

Use this transaction to create a customer invoice, with or without tax.

Key Points
= Know your agency’s business process.

1. What type of receivables (revenue) does your agency
collect?

2. What optional master data do you use and why?

= Remember, optional text fields allow you to communicate with
the customer.

= Pay attention to system messages as you complete the
transaction.

= Remember, a customer invoice is a DR document type.

= Know the invoice debits and credits. When you create a

customer invoice, you debit the customer and you credit the
revenue GL account.

This means you are changing the status of your agency’s
revenue balances in the financial statements at the time you bill
a customer.

= Understand, with FB70, AASIS defines the posting keys
(debits/credits) for you. This will not always be so with other
transactions.

The posting keys appear on the posted document. Posting key
01 displays on the customer line and the posting key 50 displays
on the GL line.

= Always let the cost center derive the fund information on the GL
line.

= Remember, AASIS posts additional documents in the
background when you post a customer invoice.

Field Definitions

Keep frustration at bay! Navigate the data entry fields on the Basic Data
and Details tabs using the tab key or by clicking in the field. Pressing
the “Enter” key before entering all required data triggers system
messages and temporarily closes fields.

benu  Edit  FEaworites  Extras

o
e

& | Fev0

1. Type “"FB70"” in the Transaction Command field.

&

2. <Enter>
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The Enter Customer Invoice screen appears. Use this screen to...
= Create document header information
= Create customer line item details (debit)
= Create revenue (GL) line item details (credit)

= Post the customer invoice (DR document type)

Enter Customer Invoice: Company Code ARK

aa Tree On Company Code £ Hold ||f&% Simulate Park | g# Editing Options

Transactn  Invoice b
Bal. 0.00 oCD

Basic data k Payrment k Details k Tax k Motes | \
Custamer | @ Sp.GiL
Irvvnice date Reference
Fosting Date 0172572007
Document type Customer invoice &
Cross-CC no
Amount UsD [ Caleulats tax Document Header &
Tax amount o > -
T Customer Line Item
Company Code ARK State of Arkansas Little Rock
Lot Mo

0 ltems [ Mo entry variant selected ) Revenue
I S5 |G/L acct Short text D/C Amount in doc.curr. Cost center |Fund Bu... |Tax code |Order WEE‘E\
‘ Cred. @ E Line Item
‘ Cred.
\ Cred. B H Details

We get you started by defining the data entry fields, both required and
optional, before showing you how to use them to post a DR document
type.

About the Document Header & Customer Line ltem Fields

As you can see, the top portion of this screen uses tabs to group data
entry fields which, when completed, make up the document header and
customer line item detail on the customer invoice.

We define the tabs in the order they must be completed during data
entry.

1. Basic Data
2. Details
3. Payment
The “Tax” and “Notes” tabs are not currently used.

Here are the basic definitions (per tab) of the fields currently related to
customer invoices.
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, Basicdata | Payment | Defails | Tax | Motes |

Customer @Sp.GIL

Invaice date Reference

Fosting Date a1/25/2007

Document type Customerinvoice gl

Cross-Co no.

Amount UsD [ Calculate tax
Tax armount g

Text
Company Code ARk State of Arkansas Little Rock
Lot Mo.

Basic data

Use these fields to create document header and initial
customer line item information.

» Customer--- defines the customer account you are billing. This is a
required field.

» SP G/L---Standard Delivery. Not applicable to AR.

* Invoice date--- defines the aging of the invoice and is usually the
same as the posting date. This is a required field.

To establish different aging, you can change this date (past & current
fiscal periods).

= Reference--- provides users additional text entry, 16 character
maximum, on the document header section. This is an optional field.

» Posting Date--- defaults using the current date. You can change this
date, but all changes must remain within the current fiscal period. This
is a required field.

» Document type--- defaults to Customer Invoice. DO NOT change this
default.

» Cross-CC no--- Standard Delivery. Not applicable to State processes.

= Amount--- defines the total invoice amount. This is a required field.
For tax calculation purposes, leave this field blank (automatically
populated by AASIS).

The “USD” entry next to the Amount field, defines the currency type.
Accept this default.

» Calculate tax--- Provides automatic calculation of sales tax during
simulation or posting. For non-taxable invoices, do not select this
option.

» Tax amount--- Standard Delivery. Not applicable to AR.

» Text---provides additional text entry, using a 50 character maximum,
on the customer line of the DR document type. This is an optional
field. Entries in this field appear on the copy of the invoice you send to
the customer.

» Company Code--- defines the highest level business entity “ARK.”
Accept this default.

= ot No--- Standard Delivery. Not applicable to AR.
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Basicdata | PaymyDetails | Tax | Motes |

GIL 1130081808 Customer AR
Assign.

Headar td

Bus. Area [ Tr.part.BA
Refkey 1 Credithrea
Refkey 2

Reflkey 3

Flg lewvel Flan. day
Dunn.area  Defaultdunni. & Dunn.key Dunn.block

Func. Area |

Details

Use these fields to create document header and initial
customer line item information.

» G/L---defines the customer GL recon account. This field is not open
for changes and defaults from the customer master record.

= Assign (assignment)--- defines the assignment number based on the
sort key in the customer master record. AASIS automatically
populates this field with the document number once you post a
customer document. Do not enter data here.

= Header txt--- provides users additional text entry, 25 character
maximum, on the document header section. This is an optional field.

» Bus. (Business) Area--- defines the billing agency. This is a required
field.

= Tr.part BA (Trading Partner Business Area)--- defines a trading
partner agency. DO NOT USE

» Ref key 1--- provides users additional text entry, 12 character
maximum. Entries here appear on the printed invoice when using the
print program (ZINVC). This is an optional field.

» CreditArea--- Standard Delivery. Not applicable to State processes.

» Ref key 2--- provides users additional text entry, 12 character
maximum. Entries here appear on the printed invoice when using the
print program (ZINVC). This is an optional field.

» Ref key 3--- provides users additional text entry, 12 character
maximum. This is an optional field.

» Plg level--- Standard Delivery. Not applicable to State processes.

» Plan day--- Standard Delivery. Not applicable to State processes.

» Dunn. area--- displays when a customer master record contains a
dunning procedure.

= Dunn.key--- displays when a customer master record contains a
dunning procedure.

= Dunn.block--- displays when a customer master record contains a
dunning procedure.

» Func (Functional) Area--- not used on customer lines. Leave field
blank.
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Enter Customer Invoice: Company Code ARK
aa Tree On Company Code || & Hold | F¥ Simulate Park | &7 Editing Optio

Transactn Invoice g

Basim’ Payrment k Details k Tax k Motes |

Eline date 01/25/2007 @ Prntterms  NT30 30 Days
Discount Days
Dist base Days net
Amt to be calculated
Prit Method — Prant Meth.Sup. Prrnt block Free for payment
Iry.ref.
Part. hank House hank
Payment Ref

Feason cde

Use these fields to create customer line item information.

» Bline (Baseline) date--- defines the date from which the net due date
will be calculated. The default date comes from the “Invoice Date”
field on the Basic data tab.

» Pmnt (Payment) Terms--- defines the terms of payment for the
customer account. This field defaults from the customer master
record.

If you need to establish different terms of payment on a specific
invoice, you can change this field without changing the master record.
You have the option of changing the default information appearing
here.

» Discount--- Standard Delivery. Not applicable to State processes.

» Disc.base--- Standard Delivery. Not applicable to AR.

» Pmt Method--- Standard Delivery. Not applicable to AR.

* Pmnt Block--- Standard Delivery. Not applicable to AR.

= Inv (invoice) ref (reference )--- identifies the invoice document
number linking an invoice to a credit memo and ensures automatic
clearing (when used correctly) of customer items. This is a required
field when creating a credit memo using FB75 but is NOT used with
FB70.

» Part (Partner) bank--- Standard Delivery. Not to applicable to State
processes.

» House bank--- Standard Delivery. Not applicable to AR.
» Payment Ref--- Standard Delivery. Not applicable to AR.

» Reason cde--- defines receivable categories, enabling reporting by
category. This is an optional field. Entries in this field appear on the
copy of the invoice you send to the customer.
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Now we define the Revenue Line Item fields, both required and
optional.

Enter Customer Invoice: Company Code ARK
&% Tree On | B Company Code | & Hold P Simulate Park | & Editing Options

eeeeeeee

+ e : } Revenue Line

Ll ] cred B
i . It Detail
About the Revenue Line Item Fields em BDetars

Notice the scroll bars located at the bottom of the Revenue Line Item
section. This means more fields are available for viewing. Some of
these fields contain derived information once you have used the “Enter”
key and/or posted the document. We keep our definitions limited to the
required and most commonly used optional fields.

= G/L. acct--- defines the revenue account for the receivable. This is a
required field.

= Short text--- defaults the GL account text description once the “Enter”
key is used.

= D/C---defines the posting as a debit or credit and determines the
posting key which displays on the posted customer invoice. Accept
the credit default.

= Amount--- defines the total amount for a revenue account. The
entry/entries must net -0- with the corresponding entry in the
“Amount” field on the Basic Data tab. This is a required field.

= Cost center--- defines the cost center (reporting purposes) and most
importantly derives the fund and business area information for the
expected revenue. This is a required field.

= Fund- --derived from the cost center. DO NOT enter information in this
field.

» Business area--- defines the agency expecting the revenue (derived
from the cost center)

= Tax code--- defines tax percentages added to the invoice amount.
Use this field only when creating invoices with taxes.

= Order--- identifies the internal order for reporting purposes. This is an
optional field

= WBS element--- identifies the WBS element for reporting purposes.
This is an optional field.

» Text--- provides additional text entry, using a 50 character maximum,
on the GL line of the DR document type (scroll to the right to view).
This is an optional field. Entries in this field appear in the description
field on the invoice you send to the customer.
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Create Document Header Text & Customer Line Item

Detail

Beginning at the Enter Customer Invoice screen, we illustrate how to
create document header text and customer (debit) line item details.

Enter Customer Invoice: Company Code ARK
aa Tree On Company Code &3 Hold RS Simulate Park | & Editing Option

Transactn  Invoice &
Basic data k Payment k Details k Tax k Motes |
Customer g00000O00 5p.G/L
Invoice date 0142572007 Feference  Sample Text
Posting Date 0172672007
Document type Customer invaice &
Cross-CC no.
Armnount B0.00 UsD [ICalculate tax
Tax amount B
Text
Compary Code ARK State of Arkansas Little Rock
Lot Mo.

Navigation Tip: Use the “Tab” key to move between fields or click in
each field. DO NOT PRESS “ENTER” until instructed.

1. Customer (Required): <Acct #>
Our illustration uses <600000000>.

2. Invoice date (Required): <##/## [ HHEHHE>
Our illustration uses the invoice date<01/25/2007>.

This date can be the same as or different from the entry and/or invoice
dates.

1. Posting Date (Required)---<##/## [ #H#HHH#>
Ouir illustration uses <01/26/2007>.

This field defaults using the current date but can be changed as long as
the date is within the current fiscal period.

3. Document type (Required): Accept default.
4. Reference (Optional): <16 alpha/numeric limit>.
Our illustration uses <Sample Text>.
5. Amount (Required):. <$$>
Our illustration uses <50.00>.
Use the total amount in this field.
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Enter Customer Invoice: Company Code ARK

& Tree On Company Code | &% Hold | f% Simulate Fark | Editi

Transactn

Inwaice

B

Basic data | Payment | Details | Tax | MNotes |

Custamer GEOOOEANAE Sp.GIL

Imvaice date B1/ 2572007 Reference  Sample Text

Fosting Date B1M26/2007

Document type Customer invoice E

Crogs-CC ho.

Arnaunt 50.080 sD [ calculate tax

Tax arnount B

Text Training Materials @
AR State of Arkanzas Little Rock

Company Code

6. Text (Optional): <50 alpha/numeric limit>
Our illustration uses <Training Materials>.

Text entries made here appear on the customer invoice when using the
print program, ZINVC.

Details

7. <Details> .
The “Bal.” field updates and the Detail tab fields display.

Bal 50. 00

Note

Customer
Address
James L wWalker

124 West Markham
LITTLE ROCK AR 72203
USA

[iiF
Bank Acct.
Mot available

The “Bal.” (balance) field, located to the right of the tabs, updates using
the debit amount you have just entered.The red light indicator tells you
this transaction is not in balance and will not post until debits and
credits net to -0-.

Additional customer information, using the account number as the
reference, also displays. Use this section to verify you have selected
the correct account.
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Enter Customer Invoice: Company Code ARK
aa Tree On Company Code Eb Haold lﬁ Simulate Park | &

Transactn Invoice El

Basic data k Payment ' Details h Tax k Nates |

GiL 1130081000 Customer AR
VSsign.

Headertd  Wkly Counseling Services

Bus. Area ne10 Tr.part.BA

Fef key 1 SAMPLE TEXT Credithrea

Ref key 2

Refiey 3

Plg level Flan. day

Func. Area

8. Header Text (Optional): <25 alpha/numeric limit>
Our illustration uses <WKkly Counseling Services>.

Entries to this field appear in the document header section of the DR
document type. Use of this field can help create a transactional trail.

9. Bus. Area (Required): <####>
Our illustration uses <0610>.

10.Ref key1, 2 & 3 (Optional): <12 alpha/numeric limit>
Our illustration uses <SAMPLE TEXT> in “Ref key 1.”

Entries in fields 1 and 2 display on the printed invoice when you use the
printing program in ZVINC.

Fayment

11.<Payment>

The Payment tab fields display.

Enter Customer Invoice: Company Code ARK
ga Tree On Company Code | & Hold | P& Simulate Park || &7 Editing Opti

Transactn Invaice

Basic data”™ Payment k Details k Tax k Motes |

Eline date 01/25/2007 Pmnt terms  NT30 30 Days
Discount Diays
Disc.hase Days net

At to be calculated
Prnt Method Prant heth.Sup. Prant block Free for payment @
Iy ref.
Part. hank House hank

Payment Ref.
Reason cde @
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Enter Customer Invoice: Company Code ARK

ga Tree On Company Code | &3 Hold | P& Simulate Park | & Editing Opti

Transactn Invaice E

Basic data ' Payment k Details k Tax k Mates |

yElIine date 01/25/42007 Pmnt terms  NT30 30 Days
Discount Darys
Disc base Days net
Amt to be calculated
Pt Method Pmnt Meth.5up. Prnt block Free for payment B
[y ref.
Part. bank House bank
Fayment Ref.
Reason cde @

12.Bline date (Default): Defaults from “Invoice date” field on the
Basic Data tab.

Our illustration accepts the default <01/25/2007>.

13. Pmnt (Payment) terms (Default): Defaults from Customer
Master Record.

Our illustration accepts the default <NT30>.
Payment terms can be modified at the invoice level.

14. Reason Code (Optional): <Possible Entries> .
The “Reason Code for Payments” selection list appears.

| Reaszon Code for Payvments {1

Restrictions

v B O | S &

Comparny Code: ARK

’RC{I “|Short text

001 |Acccounts Receivable
00z Copies

003 Lease Agreements
004 miscellaneous

15. Double click appropriate selection.
We use “001 Accounts Receivable” in our illustration.
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Enter Customer Invoice: Company Code ARK
aa Tree On Company Code | &5 Hold P& Simulate Park | & Editing Optio

Transactn Invaice B

Basic data ' Payment k Details k Tax k Motes |

Bline date 012572007 Pmntterms NT30 30 Days
Discount Days
Disc hase Days net
Amt to be calculated

Prt Method Pmnt Meth.Sup. Prnt hlock Free for payment &
I ref,
Part. hank House hank

! Payment Ref.
Reason coe 01 @

The selection populates the “Reason cde” field.

Enter Customer Invoice: Company Code ARK
e Tree On Company Code | &% Hold @ Simulate Park | | 27

Transactn Invoice T

Basic data | Payment | Details | Tax | MNotes |

Custarmer 600088000 [=)5p.6iL

Imvnice date A1 272007 Reference  SAMPLE TEXT
Posting Date @127 2007

Document type Customerimoice

Cross-CC no.

Amount 5008 LsD [ calculate tax
Tax amount E
Text Agency Accounts Receivable

Faymt terms 30 Days net

Baseline date A1 272007

Company Code AR State of Arkansas Little Rock

Lot Mo,

If you do not enter text in the “Text” field on the Basic data tab, the text
description for the Reason Code defaults as text and appears on the
customer invoice when using the print program, ZINVC.
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Create Revenue Line Item Detail

You're half way there! Now we illustrate how to create one Revenue
(credit) line item. Invoices are not restricted to one Revenue line. If
multiple lines are keyed, make sure the total amount for all lines
balances to -0- with the amount keyed on the customer line.

|G acct Shaort text Armount in d... Cost center  |Fund i... |Tax code  |Order

o 14041011000 Membership F..[Cred.. & B0, 00 (383201

Cred. B

Navigation Tip: Use the “Tab” key to move between fields or click in
each field. DO NOT PRESS “ENTER” until instructed.

1. G/L acct (Required): <Acct #>

Our illustration uses <4041011000>.
2. D/C (Default): Always accept the “Credit” default.
3. Amount (Required): <$$>

Our illustration uses <50.00> .

Total debits and credits must net to -0- before a document posts in
AASIS. Because we are only entering 1 revenue line, this entry must
equal the amount we entered on the Basic Data tab.

4. Cost center (Required): <######>
Ouir illustration uses <383201>.

5. <Enter>
The cost center derives the Fund and Business Area information.

ALWAYS use the “Enter” key after adding the cost center to the
revenue line. This allows AASIS to retrieve the correct fund information
for you and prevents potentially serious accounting errors from
appearing in your agency’s financial statements.

If you notice a discrepancy with the derived fund information, confirm
the accuracy of your cost center entry. If the discrepancy is not
resolved, contact your agency financial officer to verify your agency’s
master data.

1 lterns (Mo entry variant selected ) Note
| &=t |GiL acet Short text Dit Amount in d...|Cost center  |Fund Busi... [Tax code |Order  WES element [T
| W 4041011000 Membership F..[Cred.. & BO. 00 (383201 HSCE101 0610 [<]
[~
| =) Cred. @ =
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The “Bal.” (balance) field also updates using the credit entry you have
just entered. As you can see, this field now balances to -0-. The green
indicator light tells you this transaction is now in balance and can be
posted.

Do NOT mistake this to mean your data entry, (GL account, Cost
Center, Fund, etc) is necessarily correct. This just means the amount
in both amount fields (Basic Data tab and Revenue line) now net to -0-.

’ Bal. 50.00 @00

Before

Now

Customer
Address

Customer
Address

Eddie Munsteur
PO Box 120
LITTLE ROCK AR 72006-0120

Eddie Munsteur
PO Box 120
LITTLE ROCK AR T2006-0120

USA
T (870) 347-2511

USA
T (870) 347-2511

Fill Ols
Bank Acct.
Mot available

[Fii Ols |
Bank Acct.
Mot available

If your agency uses Internal Orders or WBS Elements to capture
reporting information, enter that information in the corresponding fields
next. We do not include entries for these fields in our illustration.

1 lterns [ Mo entry variant selected )

O=gtiona|.—

[1[«][]

You can also create short or long text entries on the Revenue line.
Above we have scrolled to right until the “Text” field appears.

Entries to this field (50 character limit) appear on the Revenue line of
the DR document and on the invoice description field when you use the
print program in transaction ZINVC.

Long Text (exceeding 50 characters) can be viewed by clicking the
“Long Txt” icon and appears on the invoice description field when you
use the print program in transaction ZINVC.

Both fields can be used to define billing information in the “Description”
field of the printed invoice.

While not difficult to do, creating and saving long text requires several
steps. Here’s how you enter Long Text.
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|| St |G/ acct Short text D/ Amount in d...|Cost center  |Fund Busi... |Tax code  |Order WES element |E|
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1 ltems { Mo entry variant selected )
| St |GAL acct Short text DiC Arnount in d...|Cost center  |Fund Busi e |Order WWBS elernent |E|
| ¥ 14041011000 Membership F..[Cred.. E 5000 (3832 HSCE101 DeE10 [<]
=3 Cred. E [+]
B e !

6. Double click any cell on the completed Revenue line.
The Correct G/L account item screen appears.

Correct G/L account item
E B & More Data

GiL Account 4041011000 Membership Fees
Company Code ARK  State of Arkansas

ltem 2 / Credit entry /50
Arnount 50. 00 UsD
[]Calculate tax
[1'¥W¥o cash disc
Cost Center 383201 Business Area o610
Fund H5CB101 Order
WES Element
TP Fund
Trading Part.BA
Assignment

7. <Long text> DeLongtex

The Long Text screen appears.

EN Notes

8. <Editor>

The Change Notes screen appears.

Text Edit Goto Format  [nsert

Systern  Help
(] Bl HISCEQ CHER D000 EE @0
Change Notes: ARK 2007002 Language EN

d:j | M ] ﬁ | & Formats | (9 Character Formats | 11 | @p & &y @- | Ei.l’ @

Parag.Formats  * Paragraph, left-aligned El Char.Formats
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DO NOT ENTER TEXT here. Text wrapping functions do not work
properly on this screen. Continue...

Text Edit

Goto  Format  Insert
User Clipboard

Header

k

oystem

Change N\

Combo box <-= Pushbuttons

¢ | ¥ B Change Editar
Configure Editor

Earan Formats

9. <Goto><Change Editor>
The Change Notes screen displays in editor mode, displaying

formatting tools necessary for the information to display properly on the

printed invoice.

& B H e SRE DDO8 EHE

Change Notes: ARK 2007002 Language EN
Bk | Insert | Line | Format | Page | % Bl <& BB

~+1+2+3+4+5+ .

Enter long text here. DO MAT TYPE PAST "&... .+ on

gach individual 1line, or the text will not wrap

k3

properly on the printed invoice and you Tose some
of the intended content.

10. <Long Text>

Do not type past the indicated line margin. Use the “Enter” key to begin

a new line of text.

11. <Back> ﬁ

This saves your entry and returns you to the Long Text dialog box

Laong Text for Document Ling Hem

EN MOtes Enter long text here. DO NOT TYPE PAST "5+ on each [

12. <Copy Text>
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This returns you to the Correct GL account item screen.

@ 2dH @R CHE Ono0 BE @E
Correct G/L account item
B B & WoreData

GiL Account 4041011000 Membership Fees
Compary Code ARK  State of Arkansas

ltern 2 / Credit entry /50
Amount Eo. 00 usD
[] Calculate tax
[]W/a cash disc
Cost Center 383201 Business Area 0610
Fund HSCE101 Order
WES Element
TP Fund
Trading Part.BA
Assignment

13. <Back> e]

The Enter Customer Invoice screen appears. Your long text entries are
not visible here but will display on the printed invoice once you have
completed ZINVC.

Enter Customer Invoice: Company Code ARK
&& Tree On Company Code &3 Hold ||F® Simulate Park | & Editing Options
Transactn  Invoice ]
Bal O.00
Basic data | Payment | Details | Tax | Rotes |
Customer
Custormer 600000012 Sp.GIL Address
Irvoice date 0142542007 Reference Eddie Munsteur
Fosting Date 01/28/2007 PO BOx 120
Document type Customer invoice & UTTLE ROCK AR 72006-0120
Cross-CC no UsA
Amount 50.00 UsD [ Calculate tax T (B70) 347-2511
Tax amount B
Text AfEncy Accounts Receivable Ols
Paymt terms 30 Days net Bank Acct.
Baseline date 01/25/2007 Mot available
Company Code ARK State of Arkansas Little Rock
Lot Mo
1 ltems ( No entry variant selected )
IB=t. [ BiL acct Short text DiC Amount in d...[Cost center  |Fund Busi.. Tax code |Order  'WBS element [
| o 4041011000 Membership F..Cred.. & 50.00 (383201 HSCE101 0610 [«]
| =) Cred. @ g .

1 ltems { Mo entry variant selected )
St... GIL acct Short text Dic Amo.. (Order  WBS el.. |Loc.c... |Ta..wAss.. [Text Lang Tt
| # [4041011000 embershi.. [Gred... @|...00 10.08] [ %

To view long text entries from this screen, scroll to the right until you
see the “Long Txt” field. On the appropriate GL line, select the

2 ]

Let’s review the actions we have completed before we show you the
next (final steps) for creating a customer invoice.
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Review

Enter Customer Invoice: Company Code ARK

a4 Tree On Company Code | &% Hold % Simulate Park |47 Editing Options

Bal. o.oa
Basicdata | Payment | Details | Tax | Notes |

DOCUMENT HEADER & CUSTOMER LINE (DEBIT) ITEM DETAIL

Company Code ARK State of Arkansas Little Rock

Basic data Pa ment# Details
Customer [atefelalelelalele] @Sp.GIL k ¥
Invoice date o1/27/2007 Reference  SAMPL
Fosting Date 014272007 GIL 11300810080
Document type Customer invoice  E Assign.
Cross-CC no.
Headertd  Wkly Counseling Services
Amount 50.00 Ush [CJcal Y u
Tax amaunt Bus. Area 610
Tesxt Agency Accounts Receivable Ref key 1 SAMPLE TEXT
Paymtterms 30 Days net Refkey 2
Baseline date o1/27/2007

Baswdat#Paymem | Defails | Tax | MNotes |

e date IB1#’2T.|’2DBT@ Prntterns NT30 30

Amtio be calculated
it Method Fmnt Meth.Sup. Fmnt block Freg
ref.

it hank House hank

Lot Ma.

FPayment Ref.

Reason cde 081

HSt. | 3L acct Short text [BIie] Amount in doc.curr.  |Costcenter |Fund Bu... [Tax code |Order

’> REVENUE LINE (CREDIT) ITEM DETAIL
E!
°

St
4041011000 Mernbershi.. Cred.. g 50.00 (383201 HSCE101 0610

Document Header and Customer Line ltem Detail

1. We used the Basic data, Detail and Payment tabs to enter
information for both the customer line item detail and the document

2.

3.

(DR) header text.

We used the “Reason Code” field on the Payments tab instead of

entering text in the “Text” field on the Basic data tab.

We used other text fields to enter additional tracking (audit trail)

information. Those fields included:

a. Reference: Appears on the document header (Basic data tab)
b. Header txt: Appears on the document header (Details tab)

c. Refkey 1: Appears on the customer’s invoice copy (Details
tab). While we didn’t use the “Ref key 2 & 3” fields for
additional text entries, we could have. Keep in mind “Ref Key
3” information does not appear on the customer’s invoice

copy.

Revenue Line Item Detalil

We selected a Revenue GL account.
We verified the total credits and debits balanced to zero.

We let the Cost Center derive the fund and business area
information

We used both the short and long text fields to enter additonal

tracking (audit trail) information.
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Post Customer Invoice

Always review your entries prior to posting the customer invoice (DR
document type). Posting incorrect accounting information affects your
agency’s revenue balances on the relevant financial statements.

Next, we show you how to simulate the document for review prior to

posting it.

Enter Customer Invoice: wany Code ARK
&% Tree On Company Code | &5 Hol® & Simulate Park |42 Editing Options
Transactn Iredice T

Bal. 0.00 (55 ]

Basicdata | Payment | Details | Tax | MNotes |

Custamer
Custorner EBBBBBBBB @Sp.GJ‘L Address
Invoice date o1/27/2007 Reference  SAMPLE TEXT James L Walker
FPosting Date 014272007 124 West Markharn
Document type Custamer invaice  E LITTLE ROCK AR 72203
Cross-CCno. LSA
Amount 50. 00 USD [ Calculate tax [
Tax amount =i
Text Agency Accounts Receivable il Qls
Faymtterms 30 Days net Bank Acct.
Baseline date o1/27/2007 Mot available
Company Code ARK State of Arkansas Little Rock
Lot Ma.

1 Items { Mo entry variant selected )
|St... Gil acct Shorttext  |DIC Amount in doc.curr.  |Costcenter |Fund Bu... |Tax code |Order

| o 4041811000 Membershi.. Cred.. B 50.00 (383281 HSCE181 A610

f& zimulate

1. <Simulate>

AASIS creates a simulation of the DR document you have created.

@ | 2308 @0 CHE “no0 BE @6

Dispiay Overview

&1 EX Display Currency Tawes | 9 Reset

Document Date O1/27 /2007 Type DR Company Code ARK

Posting Date o1/27 /2007 Feriod 7 Currency ush DOCUMENT

Docurnent Mumber TNTERNAL Fiscal Year 2007 Translation dte o1/27/2007 HEADER

Reference SAMPLE TEXT Cross-CC no.

Doc.Header Text  Wkly Counseling Services Trading Part.BA

IR E R EREEERIE EE R E R Customer Line

It | PK|BusA  Account Description Cost Center |Fund Amount| Cling doc. | Text
1101|0610 |EO0OOOOON James LWWalker A0.00 Agency Accounts Receivable
2|50 (0610 4041011000  |Membership F... (383201 HSCE101 50.00 Shart Text |
evenue Line

2. Review document.

Pay particular attention to the accounting information (Customer #, GL,
Cost Center, Fund). If everything is correct....

E{

3. <Post>
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To correct errors....

@ | aagec@mam&aw@@ﬁ@@w@
Dispiay Overview

&1 A& Display Currency Tawes 19 Reset

Document Date o1/27/2007 Type DR Company Code ARK

Posting Date 01/27/2007 Period 7 Currency ush

Document Number INTERNAL FiscalYear 2007 Tranglation dte 0172742007

Reference SAMPLE TEXT Cross-CC no.

Doc Header Text  Wikly Counseling Services Trading Part BA

EiBREREREE R ER EE EEIE

ltrn | PK| BusA | Account Description Cost Center |Fund Amount|Clrng doc. | Text
1|01 (0610 (600000000 James LWWalker 40.00 Anency
2|50 (0610 (4041011000  |Membership F... |383201 HSCE101 50.00 Shart Tej

&

A system message appears (at the bottom of screen) letting you know
AASIS will automatically delete the temporary document it created for
your review.

4. <Back>

||TI} Automatically created line items will be deleted

5. <Enter>
The message closes and the Enter Customer Invoice screen appears.

(] I BICaQ I CHEIDDLDIEE @O0
Enter Customer invoice: Company Code ARK
& Tree On Cornpany Code | &% Hold | F3 Simulate Park | 42 Editing Options
Transactn Inwaice e
Bal. ©.00
Basicdata | Payment | Details | Tax | Motes |
Custormer
Customer fi0B0aa000 [@)5p.6iL Address
Invaice date 01427 /2007 Reference  SAMPLE TEXT James LWalker
Posting Date O01/27 /2007 124 'West Markham
Document type Customerinaice LITTLE ROCK AR 72203
Crogs-CC no. UsA
Amount 50.00 ush [ calculate tax
Tax amount =]
Text Agency Accounts Receivable Ols
Paymt terms 30 Days net Bank Acct.
Baseline date 01427 /2007 Mot available
Company Code  ARK State of Arkansas Little Rock
Lot Mo.
1 Iterns ( Mo entry variant selected )
|St... il acct Short text DJC Amountindoc.curr,  |Costcenter [Fund Bu... [Tax code |Order
|’F4B41UMBBB Mernbershi.. Cred.. & 50.00 (383201 HSCA101 oE10

6. Make corrections.

Next, we use 2 scenarios to help you make basic corrections before
posting a document.
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Scenario 1: If the error is in a field with a white background, this means
the data is open for editing.

To make corrections in open fields, complete these actions:
= Highlight the incorrect entry
= <Delete>

= <Correct Data>
= <Enter>

7. <Post>

=]

Scenerio 2: You pressed “Enter” and noticed the GL account

information was incorrect and the field closed. Because you have not

posted yet, you fix this by deleting the line and starting over. Here’s

how:

1 lterms { Mo entry variant selected ) 4
Est GIL acct Short text Dic Amountin doc.curr.  |Cost center |Fund Bu.. |Tax code |Order WE|

+ 14041011008 Membershi .. Cred. EI 50.00 (383201 HECE181 OE1E
| Cred. @
| Gred.. B
| Cred. @
| Gred.. B (]
| L Cred. B (]

(DL I[«][+]
EEENEE J7
-
» Select line
* <Delete Row> j@
Amount in doc.curr.  |Costcenter |Fund Bu.. Taxcode |Order

Short text

DiC

T L D B TS oL ey T
|Enlst. (Gl acct
| 4040002000

Cred. @

50.00(383201

Re-Enter Correct...

= <GL Account>
= <Amount>
= <Cost Center>
= <Enter>
Derives Fund and Business Area.

1 ltems { Mo entry variant selected )

Eist..|oiL acct

Short text

D

Amaount in doc.curr.

Cost center

Fund

Bu...

Tax code

Order

| # [4040008000

Fire Protecti..

Cred.. g

50.00

38320

HSCE1a1

0610

7. <Post>

E{

A system message gives you the document number of the posted
customer invoice (DR document) you have just created.

F@ Document 18000363 was posted in company code ARK

8. Note document number “"18000363."”
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Summary

You have successfully posted a customer invoice by debiting the
Customer account and crediting the appropriate Revenue account.

All agencies have access to use customer and revenue accounts
(Statewide Master Data records), if appropriate to that agency’s
business processes.

The credit to the correct Cost Center, Business Area and Fund (Agency
Specific Master Data records) defines the accounting information
specific to the agency and its financial statements.

The detalils, i.e., Invoice Date (aging), various Text, and Reason Code,
further define agency specific business process (Receivables)
information.

Statewide Master Records Agency Specific Master Records
v v
Customer Account Business Area
v ¥
Revenue Account Cost Center
¥
Fund

Agency Specific Receivables
v
Invoice Date
v
Text Entries

w

Reason Code
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FB70---Enter Customer Invoice With Tax

While not common among all state agencies, some agencies charge
sales tax as a part of their normal Receivables business process.

In this section we tell you how to use FB70 to charge sales tax using
two possible scenarios:

1. Calculate Sales Tax on NET sales
2. Calculate Sales Tax on GROSS sales
Using FB70 To Tax Net Amounts: Additional Key Points

Key points presented here are specific to using FB70 to calculate Sales
Tax.

= Know your agency’s business process.

1. Is sales tax included in the sales price or calculated on the
sales price?

2. What optional entries do you use and why?

Use the correct Editing Options for the sales tax calculation

Use tax relevant GL accounts (required)

Use Tax Codes relevant to your agency’s business process

DO NOT USE
Standard Tax Code Pa?l?s(’gz::'zirr‘ilse; fg:“ (Not Applicable to State
y Processes)
S1—Standard Rates B1---2% Only Rate 00---A/R Tax Exempt

SX—Override for summary C1---Camping: State/Local 0O1---A/R Sales Tax
entries over $2500 +2% 02---A/R Service Tax

SO0—A/R Sales Tax Exempt ~ L1---Lodging; State/Local 05---A/R Sales Tax (Product

UP—A/P Grocery Use Tax +2% Code 9937299)
R1---Rentals: State/Local
+1%

Field Definitions

Refer to pages 39-42 for field defintions.
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Calculating Taxes On Net Sales: Define Editing Options

We begin on the Enter Customer Invoice screen.

Enter Customer Invoice: Company Code ARK
& Tres On Company Code | &% Hold B8 Simulate Patk | 2 Editing Options
Transactn Invoice T
Bal. 0.00
Basicdata | Payment | Detalls | Tax | hotes |
Customer @Sp GiL
Invoice date Reference
Fosting Date o1/28/2807
Docurment type Customer invoice @
Crogs-CC no.
Amount usD [ Caleulate tax
Tax arnount g
Text
Company Code ARK State of Arkansas Little Rock
Lot Mo
0 lterns { Mo entry variant selected )
Elst.. | acct Shorttext  |DIC Arnount in doc.curr.  |Cost center [Fund Bu... |Tax code |Order
B Cred. g
Cred.. E

&# Editing Options

1. <Editing Options>

The Accounting Editing Options Screen appears. Use this screen to
save calculation settings for charging sales tax on net amounts.

Accounting Editing Oplions

Document entry |

General Entry Options Default document currency

[] Documents anly in local currency @ Local currency

[]Amount fields only for document currency () Last document currency used
[ Exchange rate fram first line item (I None

[ Mo special GIL transactions

[ Documents not crass-company code Default Company Code

[ Documents must be camplete for parking [JMo Company Code Proposal

[ Mo partner business area in head.screen

[] Calculate taxes on net amount
[] Copy tesxt far GIL account entry
[] Do not copy tax code

[]Fast entry via POR number
[C]POR Entry with Cantral Display
[] Do not update cantral totals
[] Autamatic MNegative Posting

Special options for single screen transactions

[ Hide tranzaction Doc.type option Pocument type ready far ilg
[]Propose final amount [] Document date equals psta date

[]Dic indicatar as +- sign [] Complex Search far Business Partner

[] Display periods []Propose Last Tax Code

[[]Posting in special periods possible []Tax Code: Only Display Short Text

[] &lways use pymt deadline hase date
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@ ald H @& | 2 EE S0 88 EE G
Accounting Editing Options

Document entry |

General Entry Options Default document currency

[l Documents only in local currency @ Local currency

[l Amaunt fields anly far document currency (_rLastdocument currency used
[ Exchange rate from first line item (_'Mone

[ No special GiL transactions

[ Documents not cross-company code Default Company Code

[l Documents must be complete for parking Mo Company Code Proposgal

[1 Mo parner business area in head.screen
# Calculate taxes on net amount
[] Copy text far UL account entry
[] Do not copy tax code
[ Fast entry via POR number

[ POR Entry with Contral Display
[] Do not update contral totals

[] Automatic Meaative Pasting

Special options for single screen transactions

[ Hide transaction Doc.type option Document type ready for.. E
‘ Propose final amaount | [ Dacurnent date equals psty date

[T v indicatar as +- sign [T Gomplex Search for Business Parner

[ Display periods [JPropose Last Tax Code

["1Pasting in special periods possible [ Tax Code: Only Display Short Text

[ Always use pymt deadline base date

2. <Calculate taxes on net amount>
3. <Propose final amount>

I_E{

A system message appears letting you know AASIS has saved these
settings to your user master record. This means that every time you
execute FB70 in the future, AASIS is set to calculate sales tax on net
amounts.

4., <Save>

(& The options were entered in the user master recard

&

This returns you to the Enter Customer Invoice screen. You are now
ready to create a customer invoice that taxes net amounts.

5. <Back>

We illustrate these steps next, beginning on the next page.
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Calculating Taxes On Net Sales: Create Document
Header Text & Customer Line Item Detail
Note: While we illustrate each step for completing FB70 here, we do not

include the same level of detail we presented when we first introduced
FB70.

Enter Customer Invoice: Company Code ARK

e Tree On Company Code | &3 Hold (P& Simulate Park | 47 Editin

Transactn Invoice e

Basic data | Payment | Details | Tax | Notes |

yCustomer GOORREOAS Sp.GIL
Invoice date 01282007 Reference  SAMPLE TEXT
Fosting Date 0142872007
Document type Custormer invoice g
Cross-CC no.
v [elGaiian
=]
Text
Baseline date
Company Code ARk State of Arkansas Little Rock
Lot Mo.

1. Customer (Required): <Acct #>
Our illustration uses <600000005>
2. Invoice date (Required): <## /## [ HHEHHE>
Our illustration uses the posting<01/28/2007>.
3. Reference (Optional): <16 alpha/numeric limit>
Our illustration uses <Sample Text>.
4. *Amount (Required):. <LEAVE BLANK>
* Specific to sales tax, this is a new step.
5. *<Calculate tax> (Required)
* Specific to sales tax, this is a new step.
6. Text (Optional): <50 alpha/numeric limit>

Our illustration leaves this field blank, allowing the reason
code description to populate this field.

Details

7. <Details>
The “Bal.” field updates and the Detail tab fields display.
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Enter Customer Invoice: Company Code ARK

o Tree On Company Code | &% Hold | f#% Simulate Park | &7 Editi]

Tranzactn Invoice |

Basicdata | Payment ' Details | Tax | Notes |

GIL 1130007080 Customer AR

Header td Brochure Sales

Bus. Area 0610 Tr.part.BA
Refkey 1 SBMPLE TEXT Credithrea
Refkey 2

Refkey 3

Flg level Flan. day
Cunn.area  Defaultdunnio @ Dunn.key Dunn.block
Func. Area

8. Header Text (Optional): <25 alpha/numeric limit>
Our illustration uses < Brochure Sales>.
9. Bus. Area (Required): <####>
Our illustration uses <0610>.
10.Ref key1, 2 & 3 (Optional): <12 alpha/numeric limit>
Our illustration uses <SAMPLE TEXT> in “Ref key 1.”

11.<Payment> Payment

The Payment tab fields display.

Enter Customer Invoice: Company Code AR

&% Tree On Cormpany Code || &% Hold | B Simulate | [E]

Transactn Invoice e

Basic data ~ Payment | Details | Tax | Motes |

Bline date  81/28/2007 Prmntterrns  WT30 30
Discount
Disc.hase

Amtto be calculated

Pt Methad Frmnt eth.Sup. FPront hlock Free
I ref.
Part. bank Haouse hank

FPavrment Ref,

Reason cde | @

12.Bline date (Default): Defaults from “Invoice date” field on the
Basic Data tab.

Our illustration accepts the default <01/28/2007>.
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Enter Customer invoice: Company Code A{Q

ga Tree On Company Code | & Hold | @ Simulate

Transactn Invaice el

Basicdata = Fayment | Details | Tax | hNotes |

Bling date  01/28/2007 Prntterms NT30 30
Discount
Disc.hase

Amtto he caleulated
Pmt Methaod Frnnt Meth.Sup. Frmnt block Free
Iy ref.
Pant. bank House bank

! Fayment Ref
ason cde BD1|@

13. Pmnt (Payment) terms (Default): Defaults from Customer

Master Record.
Our illustration accepts the default <NT30>.
14.Reason cde (Optional): <###>
Our illustration uses “001.”

Create Revenue Line Item Detail

Note: While we illustrate each step for completing the Revenue line, we

specifically skip long text entries.

ms { Mo entry variant selected )

il

. |GIL acct Short text D Amount in doc.curr.  |Costcenter |Fund

Bu...

Tax code

Crder

meamaaa Cred. g 0. 0A[383201

51

1. *G/L acct (Required): <Acct #>

*You MUST use a Tax Relevant GL account. This is a new step.

Our illustration uses <4046001000>.
2. D/C (Default): Always accept the credit default.
*Net Amount (Required): <$$>
Our illustration uses <50.00>.
4. Cost center (Required): <##H####>
Our illustration uses <383201>.
5. *<Tax Code>
Our illustration uses <S1>.

Specific to sales tax, this is a new step. Refer to page 61 for information

on the codes to use.
6. <Enter>
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The Cost Center derived the “Fund” and “Business Area” fields on the

revenue line.

Enter Customer Invoice: Company Code ARK
& Tree On Cornpany Code || &3 Hold  R® Simulate Park | 47 Editing Options
Transactn Invoice e}

Bal. 0.00

’ Basicdata | Payment | Details | Tax | Motes |

Custorner
Customer GOEAB0OES Sp.GIL Address
Invoice date 01/28/2007 Refarence  SAMPLE TEXT Christopher Robinson
Posting Date 01/28/2007 PO Box 22000
Document type Customer invoice LITTLE ROCK AR 714903
Cross-CCno. USA
Amaunt - usD [v] Calculate tax T (501) 318-1000

T
Text il Ols
Fayrnt tarms 30 Days net Bank Acct
Baseline date o1/2e/2007 Mat available
Company Code  ARK State of Atkansas Little Rock
Lot Mo,
1 Iterns ¢ Mo entry variant selected )
1. |GIL acet Shorttext  |DVC Amourt in doc.curr,  |Costcenter [Fund Bu... |Taxcode |Order
ABdﬁBDmBB Other Mon-... Cred. & 50.00 (383201 HSCE101 0616{51

7. <Basic data>
AASIS has calculated the sales tax due, added it to the net amount and

filled in the “Amount” field.

8. Review "Amount.”

Post Customer Invoice

Always review your entries and the tax calculations prior to posting the

Invoice.
Enter Customer invoice: Company Code ARK
&% Tree On Company Code || &% Hold ||F@ Simulate Fark | 4 Editing Options
Transactn Invoice T
Bal. 0.8
Basicdata | Payment | Details | Tax || Motes |
Customer
Custamer [eleTelefelalels Sp.GIL Address
Invoice date 01/28/2887 Reference  SAMPLE TEXT Christopher Robinson
Posting Date 01/28/z2007 PO Box 22000
Diocument type Customer irwaice & LITTLE ROCK AR 714903
Cross-CC no USA
Amount 53.75 1SD [¥] Calculate tax T (5013 318-1000
B

Teit il 0Ols
Paymt terms 30 Days net Bank Acct.
Baseline date 01/28!2007 Mot available
Company Code ARK State of Arkansas Little Rock
Lot Mo,

1 ltermns ( Mo entry variant selected )
g5t |Gl acct Short text i Amount in doc.curr.  |CGost center |[Fund Bu.. |Tax code |Order

o |4045001008 Other Mon-_ [Cred.. & 50.80 [383201 HECE101 061051

2l i
1. <Simulate> LI% Simulate
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AASIS creates a simulation of the DR document, including a tax
breakdown of the total billed amount.

Dispiay Overview

&1 2 Display Currency Taxes €D Reset

Document Date 01/28/2007 Type DR Company Code ARE

Posting Date 01/28/2007 Period 7 Currency sk

Document Nurmber INTERMAL Fiscal Yaar 2007 Translation dte 01 +28 2007

Reference E.“.MPLE TEXT Cross-CC no.

Doc Header Text  Brochure Sales Trading Part.BA

BElIRENEEERER IS ERERERIIE

It | P K| BusA |Account Description Cost Center |Fund Amount|Clrng doc |
1|01 |0610 600000005 Christopher Ra... 3
2 (80 |0610 (4046001000  |Other Mon-Rev... |383201 HECE101 /SD.DI}
340 2120002000  [Sales Tax AP T
4 (50 2120002000  |Sales Tax AP 0.50
a(a0 2120002000  |Sales Tax AP 025
T

2. Review document.

Pay particular attention to the accounting and tax breakdown
information.

If everything is correct...

]
3. <Post> H

This returns you to the Enter Customer Invoice screen (not illustrated).
A system message provides you the document number it assigned to
the posted invoice (DR document) you have just created.

W Docurment 18000364 was posted in company code AR

9. Note document number "18000364."”
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Calculating Taxes Included In Gross Sales Price: Define
Editing Options

To create invoices that calculate tax on gross sales amounts, change
your Editing Options by following the below steps.

Enter Customer invoice: Company Code ARK
& Tree On Cormpany Code | &% Hold |3 Simulate Fark g7 Editing Options
Trangacin Invoice T
Bal. 0.00
Basic data | Payment | Details | Tax | MNotes |
Custamer [@)sp.aiL
Invoice date Reference
Fosting Date g1r28/2007
Document type Customer invoice
Cross-CC no.
Amount usp ] caleulate tax
Tax arnount 2]
Text
Company Code  ARK State of Arkansas Litfle Rock
Lot Mo
0 tems { Mo entry vatiant selected )
|§ St.|GiL acct Shorttext  |DIC Amaountin doc.curr.  |Costcenter [Fund Bu... Taxcode |Order
|_ Cred..
| Cred.. @

&# Editing Options

1. <Editing Options>
The Accounting Editing Options Screen appears.

Accounting Editing Options

Document entry |

General Entry Options Default document currency
[[]Docurments anly in local currency @ Local currency

[l Amount fields anly for docurment currency (' Lastdocument currency used
[ Exchange rate fram first line item (' Mane

[ IMo special GIL transactions

[[]Docurments not cross-company code Default Company Code
[]Documents must be complete for parking [[I Mo Company Code Proposal
[1 Mo partner business area in head.screen

[[Jcalculate taxes on net amount
[ Copy text for GiL accaount entry
[[1Do not copy tax code
[_|Fastentry via POR number
[1POR Entry with Control Display
[1Do not update contral totals
[l Automatic Megative Fosting

Special options for single screen transactions

[]Hide transaction Doc.type option Dncumemwg ready for il
|| Propose final amount || Document date equals psto date

[ DiC indicator as +- sign [] ©omplex Search for Business Pariner

[ Display perinds [ Propose Last Tax Code

[CIPasting in special periods possikle [ Tax Code: Gnly Display Short Taxt

[JAlways use pymt deadline base date

For tax calculations on gross sales price, use specific editing options
(next page).
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& A B @8 SHRE DD
Accounting Editing Options

Diocurment entry

General Entry Options Default document currency

[ ] Documents only in local currency @ Local currency

[ ] Amount fields anly far document curreney _'Last document currency used
[] Exchange rate frorm first ling item ) None

[[IMo special GIL transactions

[]Documents nat cross-campany code Default Company Code

[ ] Documents must be complete for parking [ ] Mo Company Code Proposal

[]Mo partner business area in head.screen

[ ] Calculate taxes on net amount
[ Copy text far GiL account entry
[]Da not copy tax code

[ Fast entry wia POR numhber

[ POR Entry with Contral Display
[ ] Do not update control totals

[ Automatic Negative Paosting

Special options for single screen transactions

[] Hide transaction Doc type aption Cocument type ready 1
Propose final amount || Document date equals psty date |
[]DiC indicatar as +- sign [ ] camplex Search far Business Partner

2. <Propose final amount>.
]

4. Complete all steps listed on pages 64-68.

3. <Save>

Notice the tax breakdown on the revenue line.

Dispiay Overview

&1 &% Display Currency Taxes 3 Reset

Document Date 01428/ 2007 Type DR Company Code BRE

Posting Date 01/28/2007 Period T Currency usp

Document Number INTERNAL FiscalYear 2007  Translation dte o1/28/2007

Reference SAMPLE TEXT Cross-CC no.

Doc.Header Text  Brachure Sales Trading Part BA

EIREEEREEEREEREEERIE]

It | PK|BusA |Account Description Cost Center |Fund Amount| Clrng doc. Text
1|01 [0610 00000005 Christopher Ro... ,/ﬁ'ﬂ'ﬂ'\ Agency Accou
2150|0610 (4046001000 Other Mon-Rev... | 383201 HSCE101 46.51-

| 3|50 2120002000 Sales Tax AP 279
| IEED 2120002000 [Sales Tax AP 047
| EED 2120002000 [Sales Tax AP 023

N
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FBL5N---Customer Line Item Display

Use this transaction to monitor customer account status.

Because we consider this transaction one of the most important
reporting tools available to you, we introduce it to you here and provide
the basic instruction necessary for running this report.

Then we periodically refer to it again (without repeating the basic
instruction we provide here) throughout this chapter. We do this to
illustrate the valuable uses it has throughout the AR business cycle.
Key Points

= Know the document types used in Accounts Receivable.

= Customer Invoice DR Document Type
= Credit Memo DG Document Type
= Customer Payment DZ Document Type
=>» Clearing Document AB Document Type

= Use FBL5N to routinely monitor customer account status.
= Open Items---Customer documents that have not cleared.

=» Cleared Iltems---Customer documents that have cleared
by payment, credit memo or a combination of these
documents.

= All Items---Includes both open and cleared items
= Routinely review customer accounts for open items.

*= Routinely review customer accounts to correct simple text errors
preventing clearing BEFORE issuing Account Statements.

Field Definitions

Menu Edit Eavorit

1. Enter "FBL5N" in the Transaction Command field.

2. <Enter> EII
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The Customer Line Item Display screen appears. Use this screen to
define the reporting selection criteria using:

= Displayed Selections
= Dynamic Selections (not displayed)

Customer Line Item Display

=) Data Sourees
’Cuslomerseleclion
Custamer account Eﬁ' to =

Company code ARK 10 =

Selection using search help
Search help ID
Search string
= Search help

Line item selection
Status
@ Open items

Open at key date 01/2242009
Cleared tems
Cleating date o o
Open at key date
All iterns
Posting date to &

Type
v Mormal items
Special GiLtransactions
MNoted iterns
Parked iterns
Wendor itemns

List Cutput
Layout
Maximum number of items

About the Displayed Selections

This section defines the visible selection criteria for the Customer Line
Item Display screen.

Customer Selection---defines the customer account options available
for viewing this report. Provides multiple ways to retrieve and analyze
customer account information.

= Customer Account ---defines the account number(s) of the
customer(s) you wish to view (single or multiple [value]
selections).

= Company Code ---Defines the State of Arkansas as the system'’s
business entity. Accept the default “ARK” value. If this required
field is blank, ALWAYS use ARK.

Selection Using Search Help---offers search assistance to retrieve
customer selection values. We do not illustrate using this section
because we believe the steps, when considered with all the other
options available to you, are redundant.
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Customer Line [tem Display

T [ )= Data Sources

Customer selection
Customer account Eﬂ to 5
Company code ARE to o

Selection using search help
Search help ID
Search string
& Gearch help

ine item selection
Status
8 Openitems
Open at key date 01#22¢/2009

Cleared items
Clearing date to =
Open at key date

All items
Posting date to e

Tipe
v|Marmal items
Special GiL transactions
MNoted items
Parked items
Wendor items

List Output
Layout
Mayximurn number of items

Line Item Selections/Status---defines the status for the line items you
wish to view. Choose of these fields.

= Open Items ---displays only open items as of the specified date
in the “Open at Key Date” field (defaults to current date). This is
the default selection for this report.

»  Cleared Items ---displays items with clearing dates specified in
the “Clearing date” or “Open at Key Date” fields.

= All Items ---displays all open and cleared items within the
specified posting date or date range defined in the “Posting date”
field(s).

Type Selections---defines the type of AASIS document to retrieve,
fitting the above selection criteria. The basic layout of this report
appears in other business transactions used for different purposes. We
tell you to leave some fields blank here because they are not AR
specific.

All of these fields are optional.

= Normal items ---tells AASIS to retrieve normal documents
associated with the sub-module. In this case, Accounts
Receivable. AASIS selects this field by default. Accept this
default for almost all AR purposes.

= Special GL Transactions ---Leave blank (not used for AR
purposes)

= Noted Items ---Leave blank (not used for AR purposes)
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Customer Line Item Display
B & = Data Sources

Customer selection
Customer account Eﬂ to 5
Company code ARE to o

Selection using search help
Search help ID
Search string
& Gearch help

Line itern selection
Status
8 Openitems

Open at key date 01#22¢/2009
Cleared items
Clearing date to =
Open at key date
All items
Posting date to e

Tipe

v|Marmal items
Special GiL transactions
MNoted items
Parked items
Wendor items

List Output
Layout
Mayximurn number of items

= Parked Items ---Select this optional field if your agency routinely
parks customer documents prior to posting and you want to see
parked documents. We do not illustrate this selection in this
chapter.

= Vendor Items (not used for AR purposes).

List Output---allows you to create a personalized layout, which AASIS
uses to retrieve and present report information. All of these fields are
optional.

= Layout--- allows you to use a personalized layout (report variant).
See More Customizing Tools in our appendix).

=  Maximum Number of ltems--- restricts the amount of items the
report returns.

About the Dynamic Selections

In this section we explain how to use the Dynamic Selections to narrow
the report results by business area.

Program Edit Goto Systerm Help

@ 2 IH 08
Customer Line ftem Display
O M )= Data Sources

1. <Dynamic Selections>
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Two (2) Dynamic Selections windows appear at the top of the screen,
the Menu Tree (far left) and Dynamic Selections (far right).

Customer Line ltemm Display

@ [ Diata Sources Dynamic Selections

Menu Tree Dynamic selections

< [ Customer master m Customer master
Industry | Industry E
Created on Group key
Created by Country
Group key Sty E
;écocuonL;nNt i Postal Code E
Central delivery block z Trading Partner
Central deletion flag hd Company code

Customer selection

Customer account @ to
E

Company code ARK to

The Menu Tree (left) defines the category for the Dynamic Selections
fields on the right.

Take a few minutes and look at the variety of dynamic selections
available to you.

Customer Line Item Display
@/ %)= A Data Sources Dynamic Selections

Menu Tree assignment
b {1 Customer master Document Nom ber
[ (1 Company code Posting Date

< {3 Documents Document Date
Sp.GIL trans.type Currency
Special GIL ind DT g
@ Clearing date
@ Clearing Document
Assignment
Fiscal Year

Posting Key
Business Area
Amtin loc.cur.

[ A A

H10]

2. Click (expands a folder) in the Menu tree on the left.

3. View the corresponding data selection fields on the
right.
In what folder is the Business Area selection field stored?
If you answered the Documents folder, you are correct!

You may need to add “Business Area” to the Dynamic Selections
window before executing this report.

While this field is not required, if you run this report without identifying a
business area, the report results include postings for all agencies. In
addition, the run time is exceptionally long.

We show you how to add the “Business Area” to the Dynamic
Selections (next page) before we begin our instructions for using this
report.
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Customer Line Item Display
el = Data Sources

Dynamic Selections

Menu Tree

B curency

B Reference

[Z Document type
B Posting Period
[E) Posting Key
[Z] Debit’Creditind

[2] Business Area

Assignment
Document Number
Posting Date
Document Date
currency
Document type
Posting Key

[B) Taxcode

Business Area; ]

D]

B Amtin loc.cur

Amtin loc.cur

it S R Ko v v v S

4. Double click "Business Area” in the Menu Tree.

(Note: You remove the selection the same way—double click the
selection name in the Menu Tree again.)

Define Report Selections

Beginning at the Customer Line Item Display screen, we illustrate how
to make basic report selections.

Customer Line ltem Display
(= Data Sources

T Assignment
= (J Customer master Document Mumber
B Industry Posting Date

& Created on Document Date

e E

B Created by Currency
) Group key Document Type
B Account group e ——
[E Country
B Central delivery block - Business Area BEW@
[ central deletion flag - Amountin LC
Custamer selection
Customet account fo =
Company code AR 1o o

Selection using search help
Seatch help ID
Search string
= Search help

Line iterm selection
Status
@ Openitems

Open at key date o1iz2212009

<Dynamic Selections> =

2. Business Area (Recommended): <####>.
We use <0610> in our illustration.

Use the scroll bar on the right to find the “Business Area” field. If it's not
there, complete Step 4 above.

3. Customer account (Optional)<###H#HHHHHH#>

Use this field if you need to restrict the report to specific customers;
otherwise leave this field blank (illustrated above) to review account
information for your business area.
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Customer Line Item Display
B [T )=( Data Sources
(i) Assignment
=~ [[J Customer master DU HUOTIEEY
Industry Fosting Date
Created on Document Date
Created by Currency
Group key Document Type
] A t
CEETIL T Fosting Key
Country :
Central delivery block - Business Area gl
[21 Central deletion flag - Amountin LC
Customer selection
Customer account to =
Company code ARK to o
Selection using search help
Search help 1D
Search string
= Search help
Me item selection
Status
@ Open items
Open at key date nz2iovizeny
Cleared items
Clearing date to =
Open at key date Ei'
4. Company Code: <ARK> or accept default.
5. Open Items---Open at key date: <Accept Default>

6. <Execute> @

The Customer Line Item Display screen shows open items for all

customer accounts containing postings for BA 0610.

Customer Line ltemn Dispiay

14 4 )DI‘&@&E \@3@]@|$&%|@@ﬁ\2%\ Selections Dispute Case

Status: B open £ Parked @ Cleared

Due date: Overdue £y Due <@ Mot due

Customer G0BRREAAN

Company Code ARK

Name James L Walker

City LITTLE ROCK

§t | Assignment DocumentMo|Typ|Doc. .Date | 5| DD Bmt in Toc.cur.|LCurr|Clrng doc. |Text

i B[ 18000363 18000363 (DR |01/27/2007 |<O 50.00 (UsD Agency Accounts Receivable
A | 5000 |UsSD
** Account GOOOOOREE 50.00 |UsSD
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Customer Line ftem Display
WM e 23 2| (st @ 3| [F & | B ] (23 P | B[ selections || [ Dispute cass

Status: B open Oy Parked @ Cleared

’ date: Ovardua £y Dug <& Not due
Customer GOO0AEEEE

Company Code ARK

Name James L Walker
City LITTLE ROCK

St|Assignment Documentio |Typ|Doc. .Date |5|0D Amt in loc.cur.|LCurr|Glrng doc, |Text

i B (18000363 180008363 |DR |@1/27¢2007( |3 50.00 |USD fgency Accounts Receivahle

i - | 50.00 |USD

** Account BOOBOEEEA 50 .00 | USD

About The Report Layout

This view can vary if you create and set a default layout in the “Layout”
field on the selections screen. Here you see the standard default layout.
This lists Open items and contains the following fields:

e Customer ---Lists the customer information in a header format
for the items listed below it.

» St---defines the document status. In this example, we see only
open items.

* Assignment ---the assignment number from the displayed
document line item.

* DocumentNo [Document Number]---assigned by AASIS when
the document is created.

» Type---defines the Document Type, telling you if it is an invoice,
payment, credit memo, or clearing document.

* Doc. Date ---contains the invoice date.
* S [Special GL Indicator]---currently not used
* DD [Due Date]---contains the date payment is due.

 Amt.in. loc. Cur [Amount In Local Currency]---contains the
document amount.

* Clrng [Clearing] Doc---contains the clearing document number.
This field populates if the report includes cleared items. In our
example here, we did not run the report for cleared items.

* Text---contains reason code or header text information on the
customer line.

* [Account] Total =--contains total net amounts for the customer
account.

* Grand Total — appearing at the bottom of the report, this-
contains the total net amounts for all listed customer accounts.
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Review Document Details

@) 200 Ce0 CHB D00 BE @
Customer Line item Display
14 4 P}l|6’d’ﬂﬁ |@@@|?&?‘@ﬁﬁlg%| Selections Dispute Case
Status: B open & Parked @ Cleared
Due date: Dverdue Ly Due B ot due
Customer G0000BA00
Company Code ARK
Hame John Walker
City LITTLE ROCK
5t | Assignment DocumerntNo [ Typ |Doc. . Date |S|DD Amt in Toc.cur. |LCurr|Clrng doc. |Text
I B (18000365 18000365 (DR [B2/15/2007 (E 5000 | UsSD Agency Accounts Receivable
* @ 5E.00 |USD
** Account GOODOOOOD 500 |USD

1. Double click "DR"” line.

The Display Document: Line Item 001 screen appears, displaying the
customer line item details.

G 8 dH @@ EEE ODa8 EE @
& Display Document: Line Item 001
205 A w . & & More data

iCusiomer! 68000086 John Walker GIL Ace 1130001080
CoCode ARK 124 West Markham

State of Atkansas LITTLE ROCK Doc. no. 18000365
Line [tem 1 f Inwoice f 01

Armount 5000 JsD

Tax code

Additional details
Bus. Area QG710
Disc. base 5000

Digc. amount  0.08 USD
Payt terms WT30 Daysipercent 38 0.000 % 0 o.oge %0
Bline date 2152007 Invaice ref. ! ]
Prmnt hlock
Fayment Ref.
Assighment 18000365
Text Agency Accounts Receivable S, Lang text

If you want to see the customer line and the revenue line, complete the
following steps.
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Document  Edit Goto

Extras

Enviranment Systermn  Help

B HICER SRR SDO0 EHE @
m [wlay Document: Line item 001
o

w A 3 & Moredata

iCustomer!  GO0000A00 | James LWalker GIL Ace 11300081600
CoCode LRE 124 West Markham

State of Arkansas LITTLE ROCK Doc. no. 1BA0O363
Line tern 1 f Invoice £ 01

Amount 5008 uso

Tax code

Additional details

Bus. Area BE10

Disc. base 5000 Disc. amount @00 UsD

Payt terms WT30 Daysfpercent 30 0,000 % @  @.000 % @
Bline date B1/27 2007 Invaice ref. ! L]

Prnt block

Payrment Ref,

Azgignment 18000363

Text Agency Accounts Receivahle

0
2. <Document Overview> ==

The Display Document: Overview screen appears. Use this screen to
view/print Customer and Revenue Line Item information.

] A EHICER  SEHE A DO IEE @

@2 Display Document: Overview

G & 43 A& Display currency

Document Mumber 18000365 Company Code ARK Figcal Year 20087

Document Date n2/15/20087 Fosting Date B2/15/2007  Period g

Reference TRAINING Cross-CC no.

Currency us Texts exist

j|a|‘ﬁ'|[ﬁ]|$|a|ﬁ|a| BiEEREFRERIENET

[t | P | Account Description BusA|CostCir  |Fund Armount| Text Clrng doc.
1|01 |600000000  |John Walker 0610 50.00 |Agency Accounts Receiva...
2|50 (4040008000 |Fire Protection 8... |0610 [383201 HECHT... 50.00

Print a hard copy:

L
3. <Customizing Local Layout> ==
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This expands the menu options.

Options ...

Mew Visual Design ...

Set Color To System ...

Clipboard 3
Generate graphic

Create shortcut ...

Activate GuixT

Script Recording and Playback...

Script Development Tools...

Default size

Hardcopy

Quick Cut and Paste
Spelling Check

SAP GUI help
About...

4. <Hardcopy>
This prints a copy of the displayed screen fields.

If you have not set your document layout to display the above fields and
want to view/print additional revenue details double click the “Revenue”
line and completes 3 and 4 above.

&

5. <Back>
The Display Customer Line Item screen displays.
Customer Line ftem Dispiay
M sl 2B e @@ B A EE ] 235" | (B selkctions
Status: B open O Parked @ Cleared
Due date: Overdue &y Due <@ Not due
Customer GO0E0OAE
Company Gode ARK
Name James L Walker
City LITTLE ROCK
5t |hssiognment DocumentMo|Typ|Doc. .Date |S|DD Amt in Toc.cur. |LCurr|Clrng doc. [Text
(1 ®&|12000363 18000363 (DR (B1/27/20@07| | 5@.00 |USD Agency Ao
R - | 50.00 |UsSD
* Account GOOREOEOA 50.080 |UsD

We return to this transaction in this chapter. For now, remember this:

FBL5N is the most valuable reporting tool designed to help you monitor
the status of customer items.
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ZINVC---Customer Invoice and Credit Memo Print Program

Use this transaction to create the customer’s copy of the invoice and/or
credit memo.

Key Points
= Uses both required and optional selection fields.

= Uses selection fields to define the invoice(s) or credit memo(s)
you want AASIS to retrieve and format into a printable document
(customer’s copy).

= Allows you to preview selected invoice(s)/credit memo(s) before
printing.

=  ALWAYS use an AASIS network printer. Using a printer other
than a network printer can result in print format problems.

Field Definitions

Menu  Edit  Eaworites

1. Type “"ZINVC” in the Transaction Command field.

2. <Enter> ﬂ

The Customer Invoice and Credit memo Print Program screen appears.
Use this screen to define the invoice/credit memo information you wish
to print.

@ 100 e RHE o0 PR @m
Customer Invoice and Credit memo Print Program
B [
Company Code bRK @
Accounting Clerk to
User TLLANGSTON
Business Area
Document Date to
Document Number to
Customer Number to
Printer
Form Mame 77_FARINVCREDIT
[ Print Preview
Invoice From
Femmit To

We define the above selection fields beginning on the next page.
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About ZINVC Selections

& | 298 e@@ BHE Hnon R @
Customer Invoice and Credit memo Print Program
T G

’Cumpany Code bRk @
Accounting Clerk to
User TLLAMGSTON

Business Area

Document Date to
Document Mumber to

Lol

Customer Mumber to
Printer

Farm Mame ZZ_FARINVCREDIT

[ Print Preview

Invoice From
Fermmit To

= Company Code--- defines the highest level business entity “ARK.”
Accept this default. This is a required field.

= Accounting Clerk--- Not applicable to AR.

= User---restricts the invoices/credit memos to those posted by the user
whose name is listed in this field. This field defaults with your user id
listed. This is an optional field we do not recommend for the following
reasons:

= If multiple users create invoices/credit memos in your agency,
using this field selection excludes the information created by
anyone other than the current user.

= If your agency process requires an invoice be parked before
posting it, using this field can create confusion.
» Business Area--- defines the billing agency. This is a required field.

= Document Date--- defines the posting date or date range for the
invoice(s)/credit memo(s) you wish to print. We recommend using this
optional field. If you do not use this field, all open invoices, regardless
of age, print.

» Document Number--- restricts the selection by specific document
number(s) or number range. This is an optional field.

Customer Number--- restricts the selection by specific customer
account(s). This is an optional field.

= Printer--- defines the network printer used to print the documents.
This is a required field and is CASE SENSITIVE.

= Form Name--- defines the document template used for formatting.
Accept the “ZZ_FARINVCREDIT” default.
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& g dE @ CHE ODLO BE @M

Customer Invoice and Credit memo Print Program

& &
Company Code bRK @
Accounting Clerk to
User TLLANGSTON
Business Area
Dacurment Date to E
Document Number to E
Customer Number to E
Printer
Farm Name 77_FARINVCREDIT
[ Print Preview

/

Invoice From
Remmit To

» Print Preview- --allows the user to preview the documents before
printing. This is an optional field.

» Invoice From- --defines the address of the billing entity that appears
on the printed document. This is a required field.

» Remit To- --defines the mailing address for payment submission. This
is a required field.

Create Customer Invoices & Credit Memos

Beginning at the Customer Invoice and Credit memo Print Program
screen, we illustrate how to print customer copies of invoice(s)/credit

memo(s).
Customer Invoice and Credit memo Print Program
B [
b/Cnmpany Code ARK

Accounting Clerk to
User
Business Area ag1a
Document Date 1422 /20807 to 01/29/2007 [a)
Document Mumber to
Customer Mumber to
Printer asch’
Farm Mame ZZ_FARINVCREDIT
Print Preview

1. Company Code(Required): Accept "ARK"” Default.
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Customer Invoice and Credit memo Print Program
® @
Company Code ARK
Accounting Clerk to
ser
Lsiness Area ne10
1 Document Date 0142272007 ta 01/2872007 @
Document Mumber to
Customer Number to
Printer ascy
Farm Marme ZZ_FARINVCREDIT
Print Preview

2. Document Date(Recommended): <##/## [/ H#HH#HH#>

Our illustration uses the date range <01/22/2007> to
<01/29/2007>

3. Printer (Required): <####>
Ouir illustration uses <ascV>.

4. Form Name (Required): Accept “ZZ_FARINVCREDIT”
Default

5. <Print Preview>
Our illustration selects the preview option.
6. <Enter>
The “Invoice From” and “Remmit To” fields open for data entry.

Customer Invoice and Credit memo Print Program

D G
Company Code ARK
Accounting Clerk to E
User
Business Area 0610
Document Date 0142242007 to B1/29/2007 @
Document Mumber to
Customer Mumber to
Printer ascy
Farm MName ZZ_FARINVCREDIT

Print Preview

Imwoice From J

Femmit To

82




Chapter 3: Accounts Receivable
11 Essential Transactions

Customer Invoice and Credit memo Print Program
@ [

Company Code ARK

Accounting Clerk to
User

Business Area 10

Document Date 01/22/2007 to 012872007
Document Murmber to

Custamer Number to

Printer ascy

Farm Name ZZ_FARINVCREDIT

[w] Print Preview

Invoice Fram J @

Femmit To

[ole[e]

7. Invoice From: Click in the field.
This activates the "Possible Entries” icon for this field.

8. <Possible Entries>

The selections available for the agency display.

Restrict Value Range (1) 2 Entries found

Restrictions ]

Line 1 for Inveice From Line 2 for Inveice From |Line 1 for REMIT TO Line 2 fo
061001DEPARTMENT OF FINANCE & ADMINISTRA|TION Office of Accounting DFA Littlerack
0610020EPARTMENT OF FINANCE & ADMIMISTRA TION P. O. Box 2485 Dept. of Finance & Administra tion P. O

[ IS0
I 2 Entries found 7%

9. Invoice From (Required): Double Click <Address>
10. Remmit To: (Required): Repeat Steps 8-10 above.

&

11.<Execute>
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The Print Preview of ... screen displays. Use the screen to review the
documents (invoices and/or credit memos) prior to printing them.
P

g 198 eae BuB(nnon FE @@
Print Preview of ascV Page 00001 of 00007 —~—

D

DEPARTMENT OF FINANCE &
ADMINISTRATION

Office of Accounting

P.0. Box 1234

1234 Capitol Ave

Little Rock, AR 72203
(501)682-1000/Fax {501) 682-1001
WWwW@ dfa.com.ar

INVOICE
18000359
BILLING ADDRESS INFORMATION
Eddie Munsteur CUSTOMER: 500000012
P.O. BOX 120 DATE: 01/25i2007
LITTLE ROCK AR 72006-0120 DUE DATE : 02/24/2007
us REFERENCE:
DESCRIPTION AMOUNT

50.00

Using the Print Preview Screen

= Use the screen header information to determine how many
documents have displayed and will print to the network printer.

In the above example, the header tells us we are looking at
document 1 out of 7 documents available for preview.

= Use the scroll bar on the far right of the screen to view the entire
document.

= Use the “Page” icons to view different documents.(The scroll bar
will not take you to a new document)

First Page

Previous Page

Next Page

£l (B3] || (e

Last Page
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About The Document Format

DEPARTMENT OF FINANCE &
ADMINISTRATION

Office of Accounting

P.0O. Box 1234

1234 Capitol Ave

Little Rock, AR 72203
{501)682-1000/Fax (501) 682-1001
www@dfa.com.ar

INVOICE

1G0ND3ES
BILLING ADDRESS INFORMATION
Christapher Robinson CUSTOMER: 600000005
P.O.BOX 22000 DATE: 0102872007
LITTLE ROGCK AR 71803 DUE DATE : 02/28i2007
us REFERENCE: SAMFLE TEXT

SAMPLE TEXTZ

Agency Accounts Receivabl

DESCRIPTION AMOUNT

Long text test entry line 1 100.00
Long text test entry line 2

TOTAL AMOUNT 100.00

TO EMSURE PROFPER CREDIT, RETURM A COPY OF THIS INYOICE WITH YOUR PAYMEMT
INCLUDE THIS INVOICE MUMBER ON YOUR CHECK AND REMIT TO
Dept. of Finance & Administration
P. O.Box 2485
Little Rock AR 72203

Address information from the “Invoice From” field appears at the
top of the document.

Document type (Invoice or Credit Memo) appears in the top right
margin. The document number displays directly below this.

Customer mailing information appears in the Billing Address
section (far left).

Additional Information, including text entries made in the “Ref
Key 1 & 2" fields on the Details tab in FB70, appears in the
Information section (far right).

Reason Code text appears above the Description section.

Short or Long Text entries made on the GL line appears in the
Description section.

Billing amounts appear in the Amount section.

Address information from the “Remmit To” field appears at the
bottom of the document.
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Vi
@ @ cae 0L0 8800 O OF

Print Preview of ascV Page 00001 of 00007

[

DEPARTMENT OF FINANCE &
ADMINISTRATION

office of Accounting

P.0. Box 1234

1234 Capitol Ave

Little Rock, AR 72203
{501)682-1000/Fax {(501) 682-1001
www@dfa.com.ar

INVOICE
18000358
BILLING ADDRESS INFORMATION
Eddie Munsteur CUSTOMER: 600000012
P.O.BOX 120 DATE: 01i25/2007
LITTLE ROCK AR 72006-0120 DUE DATE : 02/24/2007
us REFERENCE:
DESCRIPTION AMOUNT

50.00

If the document content is correct...

12.<Back> e]

The Customer Invoice and Credit memo Print Program screen appears
again.

Customer Invoice and Credit memo Print Program

@ [
Company Code ARK
Accounting Clerk to
User
Business Area 0810
Document Date to
Document Number 18000365 to
Customer Murmber to
Printer ascy

orm Mame ZZ_FARIMVCREDIT
{1 Print Preview |

Invoice From DEPARTMENT OF FINANCE & ADMIMISTRATION
Rernmit To Dept. of Finance & Administration

13. Uncheck “Print Preview.”

14. <Execute> @

The print job to the network printer starts. It may take several moments
to print. Be patient.

We illustrate making basic document corrections later in this chapter.
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FB75—Enter Customer Credit Memo

Use this transaction to issue adjustments to original billing amounts
posted to customer accounts.

Note: This is a park only transaction and requires two people to
complete the posting process.

Key Points

Remember: the person who creates the invoice cannot create
credit memos. To do so presents a conflict of interest.

Remember: because this is a park only transaction, the user who
reviews and posts the credit memo should never make changes
to the document.

Understand: a user can park (save) an incomplete credit memo
and complete it another time. Under these conditions, use FBV2
to complete data entries.

Know the credit memo debits and credits. When you create a
customer credit memo, you credit the customer and you debit the
GL revenue account.

Understand: with FB75, AASIS defines the posting keys
(credits/debits) for you. This will not always be so with other
transactions.

The posting key information appears on the posted document.
Posting key 11 displays on the customer line and posting key 40
displays on the GL line.

Use the invoice document number in the “Invoice Reference”
field of the credit memo to establish the accounting relationship
between the two documents and to ensure automatic clearing of
customer items.

Use the same accounting information (Revenue, Cost Center,
Fund, and BA) from the invoice on the credit memao.

Use tax calculation settings only if the invoice included tax
calculations.

Understand the role of system message, “Invoice Reference
Number Missing” when completing this transaction.

Field Definitions

Although used for a different business purpose, the Credit Memo uses
the same data entry fields as the customer invoice. See pages 39-42
for field definitions.
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Create Document Header Text & Customer Line Item
Detail

Before beginning the credit memo entry, you may find it helpful to print
a hard copy of the document (invoice) overview. Use the invoice to
reference the accounting information required on the credit memo.

If you know the document number, you can use FB03---Display

Document.

@@ Display Document: Overview

0w . & &2 Display currency

{Document Mumber! 18080365 Company Code ARK Fiscal Year 2007

Document Date B2/15/2007 Posting Date 02/15/2007  Period 8

Reference TRATNING Crogs-CC no.

Currency UsD Texts exist

(a7 [|[Fa)[Ba] =] [S]@a@alz)

Itm | PK|Account Description BusA | Cost Cir| Funds Cir |Fund Cmmt item Amount| T | Text Clrng doc.
1|01 |600000000 | Johnwalker 0e10 110:00:00 50.00 Agency Accounts Receiy...
2|50 4040008000 |Fire Protection 8. (0610 (383201 (272 HSCH1.. [405:00:07 50.00-

We use the above invoice (#18000365) as the reference in our
illustration.

Menu  Edit Favorites

& | Ferd 3l
SAP Easy Access AASIS

2. Type “FB75"” in the Transaction Command field.

3. <Enter> @

The Enter Customer Credit Memo screen appears. Organized like the
customer invoice, use the Basic data, Details and Payment tabs to
create document header and customer (credit) line item detail and the
bottom section to create revenue (debit) line Item detail.

Enter Customer Credit Memo: Company Code ARK
&5 Tree On Company Code @ Hold ]ﬁ Simulate Park & Editing Options
Transactn  Credit memo @
Bal. ©0.00

Basic data L Payment k Details L Tax L Notes | -\
Customer | @Sp.GIL
Daocument date 01/29/2007 Reference
Posting Date 01/28/2007
Document bype Customer credit m.. @
Cross-CC na

Document Header & Customer

Amount usn (] Calculate tax
Tax amoLnt 0 Line Item Details
Text
Company Cocde  ARK State of Arkansas Little Rock
Lot Mo.

0 lterns ( Mo entry variant selected )

| St |GIL acct Short text D/C Armount in doc.curr, Cost center  [Fund Bu... {Tax code Revenue Llne Item Detalls
| Debit @
I Debit &

]
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Enter Customer Credit Memo: Company Code ARK
& Tree On Company Code || &% Hold 3 Simulate Park & Edil
Transactn Credit memao T
Basic data | Payment | Details | Tax | Motes |
Custormer aeyelatalafalals] Sp.GIL
Document date B2/15+2007 Reference 18000365
Posting Date 241572007
Daocument type Custarner credit .. &
Cross-CC no.
Amaount 25.00 ush []Calculate tax
Tax arnount e
Text | (@)
Company Code AR State of Arkansas Little Rock
Lot Mo,

4. Customer (Required)---<#H#HHHHHHHH>
Our illustration uses <600000000>.
Use the customer account number from the original invoice.
5. Document date (Required)---<##/## [ HHEHH#E>
Our illustration uses <02/15/2007>.

This date can be the same as or different from the entry and/or
document dates.

6. Posting Date (Required)---<##/## [#H#HH#HH#>
Ouir illustration uses <02/15/2007>.

This field defaults using the current date but can be changed as long as
the date is within the current fiscal period.

7. Document type (Default)---Accept “"Customer credit
memo” default

8. Reference---<Optional Text>
Ouir illustration uses <For #18000365> .

Although not required, we believe the above “Reference” field entry is
helpful. If you need to research this document in the future, you can
quickly (no drill down required) see what invoice the credit memo
references.

9. Amount---<$$$$>
Our illustration uses <25.00>.
10. Text---<Optional>

Our illustration leaves this field blank. Allowing the Reason
Code description to default here.

Dietails

11. <Details>
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The Basic data tab fields close (grayed out) and the system message
“Invoice reference missing” appears at the bottom of the screen.

Basic data || Payment | Details | Tax | Notes |

Custormer BUEAAOEAD Sp.GIL

Document date B2¢15/2007 Reference  18H00365
Fosting Date Qzs1502007

Document type Customer credit .. &

Crass-CC na.

Amount 25.00 UsDh Calculate tax
Tax arnount El
Text

Company Code ARK State of Arkansas Little Rock

Lot Ma.

0 ltems { Mo entry variant selected )
st |G acet Short text Dic Amoaount in doc.curr.  |Cost cente
B Debit &
Dehit E

[ird

[ird

|(E) Invoice reference missing

Designed to remind you about the importance of entering the invoice
document number in the “Inv Ref” field on the Payment tab, you must
press enter each time this message appears before you can proceed.

Note: This message appears until you enter the invoice reference
number on the Payment tab.

12. <Enter>

The system message closes and the Details tab fields display, open for
entry.

Enter Customer Credit Memo: Company Code ARK
&a Tree On Cormpany Code | &% Hold % Simulate Park || &2 Editing Optians
Transactn Credit memo g

Bal. 25.00-

Basic data k Payment ' Details k Tax k Mates |

Custormer
GiL 1130001000 Customer AR Address
Agsign. James L Walke
Header tt 124 West Mark)
Bus. Area | @ Tr.part.BA LITTLE ROCHK
Refkey 1 Credithrea LSA,
Refkey 2
Refkey 3
Ply level Plan. day Fal Ol
Func. Area Bank Acct.

Mot available
i RO
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Enter Customer Credit Memo: Company Code ARK
ga Tree On Company Code E% Haold lﬁ Simulate Park | & Editing

Transactn Credit mermao =l

Basic data k Payment ' Details k Tax k Motes |

GiL 1130001000 Customer AR
Assign.

Header tx't,/

Bus. Arga ag1o Tr.part. BA
REf key 1 CreditArea
Fef key 2

RefKey 3

Plg level Plan. day
Func. Area

13. Bus. Area (Required)---<####>
Ouir illustration uses <0610>.

Fayment

14. <Payment>

If the original invoice contains text in any of the “Ref Key” fields, enter
the same data here. (Not illustrated: Our reference invoice does not
contain text in these fields.)

As we mentioned on the previous page, the fields close and the system
message “Invoice reference missing” appears at the bottom of the
screen. Remember, this will happen until you complete the “Inv ref”
field.

Basic data k Payment = Details k Tl

il 1130001000
ASsign.
Header tt
Bus. Area 0g10
FHef. key 1
FHef key 2
Fefkey 3
Flg level
O ltemns [ Mo entry variant selected )
" |GiL acet hort text Ly
Debit &

|(D Invaice reference missing

15.<Enter>
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The system message closes and the Payment tab fields display, open
for entry.

Enter Customer Credit Memo: Company Code ARK
aa Tree On Company Code | & Hold | Simulate Park | ¢ Editing Optio

Transactn Credit memo g

Basic data ' Payment k Details k Tax k Mates |

Bline date  |31/30/2007 @ Pmnt terms Days
Discount Days
Disc.hase Days net
IMPORTANT!

Bront hiock Free for payment &
I ref.

House bank
Rezson cde

IMPORTANT: The Payment tab contains the “Inv. (Invoice) ref
(reference)” field.

This field supports the automatic clearing functions. Failure to complete
this field prevents AASIS from performing the clearing functions it is
designed to do.

Enter Customer Credit Memo: Company Code ARK

&= Tree On Company Gode || &% Hold | [f& Simulate Park | g2 Editi

Transactn Credit memao ]

Basicdata = Payment | Defails | Tax | MNotes |
Bline data Q2152007 Prant terms Days
Dizscount Days
Disc.base Days net
Amtto be calculated
Pt d Prnnt Meth.Sup. Pmnt block Free for payment &
I, ref. 18EAA365
House hank

Reason cde l3l31|@

16. Inv.ref (Required): <#H#HEHHEHHHHE>
Our illustration uses <18000368>.

17. Reason cde (Required): <###>
Our illustration uses <001>.

If the original invoice contains a Reason Code in the “Reason cde” field,
enter the same code here.

18. <Enter>
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AASIS copies information from the original invoice into specific open
fields, closes all other fields to entry and displays a system message at
the bottom of the screen informing you of this action.

The updated fields (entries appear in red) are listed below:
1. Bline Date
2. Pmntterms

3. Inv ref—fiscal year and fiscal period

Enter Customer Credit Memo: Company Code ARK

e Tree On Company Code &% Hold [ Simulate Fark | &7 Editi

Transactn Credit memo |

Ewma © Payment | Details | Tax | Motes |

Bline date  02/15/2007 [&) Pmntterms NT30 30 Days
Discount Days
Disc.base Days net
Amtto be calculated
Frmt tMethod Front Meth. Sup. Frnt block Free far payment E
I ref. 18000365 2007 1
House bank

Reason cde @01

0 ltems { Ho entry variant selected )

|Et... GIL acct Short text DI Amount in doc.curr.  |(Costcenter |Fun
| Debit @

4

\(I) Data was copied

19. <Enter>

This opens fields for data entry, allowing you to create revenue line item
entries next. The “invoice reference number missing” message will no
longer appear.
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Create Revenue Line Item Detail

If the original invoice contains multiple revenue lines, use the credit
memo to adjust only those lines that require adjustment.

In this section, we adjust (create) one revenue line in our illustration.

0 lterns ( Mo entry variant selected )

St... |G/l acet Shaort text Dic Arnount in doc.curr. Cost center  |Fund Bu... |Tax code

4031016000 Dehbit & 25. 00383258

Debit &

1. G/L acct (Required): <Acct #>
Our illustration uses <4041011000>.
Use the revenue account number from the original invoice.

2. D/C (Default): Always accept the "Debit” default.
3. (Adjusted) Amount (Required): <$$>

Our illustration uses <25.00>.
4. Cost center (Required): <######>

Our illustration uses <383201>.

Use the cost center from the original invoice.

5. <Enter>

1 ltems [ Mo entry variant selected ) L
| St |GAL acct Short text DfC Arnount in doc.eurr. Cost center  |Fund Bu...
| 4031 016000 |Student Re.. Debit & 25.00 353258 MFADQDS 0610

The cost center derives the Fund and Business Area information.

Enter Customer Credit Memo: Company Code ARK

Transactn Credit mema E ‘
Bal. 0.00

6. Verify a -0- balance in the “Bal” field.

If your agency uses Internal Orders or WBS Elements to capture
reporting information on customer invoices, enter that information in the
corresponding fields next.

Reminder: Optional Entries

Be sure to use the same Internal Order and/or WBS Element on the
original invoice. We do not include entries for these fields in our
illustration.

Refer to pages 52-55 if you wish to make a long text entry on the
Revenue line.
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Review
# DOCUMENT HEADER & CUSTOMER LINE (CRED(T) ITEM
Basic data k Fayment k Details
Custamer gaAOOEE 2 @Sp.GfL
Document date g1 f3ns 2007 Reference FOR #18000368
Posting Date 01302007 - | -
Document type Customer credit m. & Basic data F'ag,rment k Details
Cross-CC no. .
’ Details L _
Armourt 7500 Bline date  B1/29/2007 [3)
Tax amourt -
o GIL 1130004000 | DISCOUNt
E——— a0 Do A5%ion. gooozss | Disc base
Baseline date 01 ;29] Header Amt to be calculated
Lot ho. I ref. 18000368 2007 1
REVENUE LINE (DEBIT) ITEM DETAIL
St |GIL acct Shaort text Dfc Arnount i |Cost center  |Fund Bu...
¥ 14031016000 |Student Re.. Debit 25 .00 |353258 NFACDORS 0610

Document Header and Customer Line ltem Detail

1. We used the Basic data, Detail and Payment tabs to enter
information for both the customer line item detail and the document
(DG) header text.

2. We used the “Customer Account” number from the original invoice
in the “Customer” field on the Basic data tab.

3. We used the “Reference” field on the Basic data tab to help create
an efficient audit trail that supports future research needs.

4. We noted system messages (informational) and used the “Enter”
key to open fields for data entry after the informational message
appeared.

5. We made absolutely certain to enter the Customer Invoice Number
in the “Inv.ref.” field on the Payment tab.

Revenue Line Item Detail

5. We used the same accounting information (Revenue, Cost Center,
Fund and Business Area) from the original customer invoice to
make adjustments to the appropriate accounts in the appropriate
amount.

6. We verified the total credits and debits balanced to zero.
7. We let the Cost Center derive the fund and business area
information
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Park Credit Memo

We mentioned in our key points that FB75 is a “Park Only” transaction.
Parking a transaction tells AASIS to save the financial data you have
entered as a DG document.

Enter Customer Credit M&nm’ompan}f Code ARK

& Tree On Company Code | |&% Hold/ F# Simulate Park | g7 Editi

Tranzactn Credit mema e

Basicdata | Payment | Details | Tax | Notes |

Customer EBBBBDDBB @Sp.GIL

Docurment date B2/15/2007 Reference 12000365
Posting Date B2#15/2007

Document type Custamer credit . &

Cross-CCno.

Amaunt 25.00 UsSD [ ecalculate tax
Tax amount g
Text Agency Accounts Receivahle

Paymt terms 30 Days net

Baseline date B2 /1572007

Company Code AR State of Arkansas Little Rock

1. <Simulate> ¥ Simulate

2. <Enter>

AASIS creates a simulation of the DG document you have created.

Document  Edit Soto Extra Seftings  Environment 1
(] 2l HIC@Q SRRSO Oa0 EE @K
Display Overview
&1 EX Display Currency Taxes ) Reset
Document Date 0241542007 Type DG Company Code ARK
Fosting Date 02/15/2007 Period 3 Currency uso
Docurnent Mumber INTERMAL Fiscal Year 2007 Translation die 02415/ 2007
Reference [18000365 Cross-CC no.
Doc.Header Text Trading Part.BA
HIRENMERIEDEREEREERERI
Ite...|PK|BusA | Account Description Cost Center| Fund Amount| Text Clrng doc.
o |11 0610 |B00000000 JohnWalker 25.00- |Angency Accounts Receivable
40|0610 (4040008000  |Fire Protection ... | 383201 HECH1.. 25.00

3. Review document.

Verify the accounting information (Customer #, GL, Cost Center, Fund)
is the same as the accounting information on the original invoice.

4. <Back> &

If appropriate, make and confirm corrections (not illustrated).
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Enter Customer Credit Memo: Com;’/ Code ARK
&g Tree On Carnpany Code | & Hold ||B% Sirmulat Park | & Editing Optio

Transactn Credit memo g

Basic data k Payment k Details k Tax k Motes |

Custamer Bonooae 2 @Sp.GIL

Document date 01/30/ 2007 Reference  FOR #13000368
Pasting Date 01430/ 2007

Document type Custamer credit m. B

Cross-CC na.

Amount 25.00 usD [ Calculate tax
Tax amount g
Text

Paymt terms 30 Days net

Baseline date 0152972007

Company Code AR State of Arkansas Little Rock

Lot Mo.

1 lterms [ Mo entry variant selected )
| St |GAL acct Short text DiC Amount i |Cost center  |Fund Bu...
| 4031016!308 Student Re.. Debit &| 25.00 (383258 NFAQDO3 D10

Park

5. <Park>

A system message gives you the document number of the parked credit
memo (DG document) you have just created.

&3 Document 16000001 ARK was parked

6. Note document number “*16000001.”

7. Provide the document number to the user with posting
authority, allowing them to review your entries prior to
posting them.
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FBV2---Change Parked Document

Use this transaction to change items in a parked document or to delete
the document entirely.

Key Points
= Use only with parked documents.

= System controls are designed to block posting by referencing the
user id of the last person who modifies a parked document.

= Avoid making changes to parked document(s) if you are
responsible for posting the document(s).

Field Definitions

Menu Edit Favorites Extras

€4 | FEv2 14

1. Type “"FBV2"” in the Transaction Command field.

2. <Enter> @

The Change Parked Document: Initial Screen appears. Use this screen
to define the document you want to change or delete.

] 2B A& 2
Change Parked Document: Initial Screen

Document list || g Editing Options

Key for Parking

Company Code  ARK [&)
Doc. Mumber

Fiscal Year

About the Change Parked Document: Initial Screen

i D t list . : L
I oERmeEm 1% 1 use this icon to display standard selection fields used

to define document list criteria. We explain the Document list function
later in this chapter.

Ip Editing Options | se this icon to display/change Document Entry
settings currently saved to your user master record. (Not illustrated)
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& B aH @ SRE

Change Parked Document: Initial Screen

Document list | &2 Editing Options

Key for Parking

Company Code ARK @
Doc. Mumber

Fiscal Year

Key for Parking---Use this section to define document information.

= Company Code--- defines the highest level business entity
“ARK.” Accept this default.

= Doc. (Document) Number--- defines the document number for
the document you wish to retrieve. This is a required field.

= Fiscal Year--- defines the Fiscal Year of document creation. This
is an optional field.
Change A Parked Document

Beginning on the Change Parked Document: Initial Screen, we illustrate
making changes to a parked credit memo. We created a new document
for our purposes here.

Document Edit Goto  System Help

& aid =&
Change Parked Document: ||

Document list  ¢* Editing Options

Key for Parking

mpany Code ARK
Doc. Mumber 16000004
Fiscal Year

1. Doc. Number (Required): <#H#H#HHHHHH#>
Our illustration uses <16000004>.

2. <Enter> @
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The Edit Parked Customer Credit Memo screen appears. Notice all the
data entry fields are open for editing.

Edit Parked Customer Credit Memo 0016000004 Af

sa Tree On Cornpany Code B3 Simulate Save as Completed | @@ Editing Oy

Transactn Credit memo &

Basic data k Payment k Details k Workflow k Tai k Mates |

Custamer 600000016 @Sp.GIL

Diocurment date 0143172007 Reference

Posting Date 0143172007

Document type Custamer credit m.. & Documentho 16000004
Armnount 25.00 usD [[] Calculate tax
Tax amount g
Text

Paymt terms 30 Days net

Baseline date 0143172007

Comparny Code ARK State of Arkansas Little Rock

Lot MNo.

1 lterns [ Mo entry variant selected )
St...|G/L acct Short text Dic Amaount...|Cost ce... [Fund Bu... [Ta
4Eli1’|D’I’IEIEIEI Membership.Debit | 25.00 383201 HSCE101 og10

We start our changes on the Basic data tab.

Edit Parked Customer Credit Memo 0016000004
Sa Tree On Company Code FE% Simulate Save as Completed | g7 Editing

Transactn Credit memo &

,/Elasic data | Payment | Details | Workflow | Tax | Notes |

Customer 800000016 Sp.GiL

Document date 0143172007 Reference  FOR #18000370
Posting Date 01/31/2007

Document type Customer credit m.. & DocumentMo 16000004
Armount 25.00 usD [[]Calculate tax
Tax amount B
Text

Paymt terms 30 Days net

Baseline date 0143172007

Company Code ARK State of Arkansas Little Rock

Lot MNo.

3. Reference(Optional): <16 alpha/numeric limit>
Our illustration uses <For #18000370>.

Details

4. <Details>
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The Detalils tab fields display.

&

B A @@ SEE DD

Edit Parked Customer Credit Memo 00164
&g Tree On Company Code P Simulate oave as Completed

Transactn

Easic data k Payment  Details k Wnrkﬂnwk Tax k MNates |

Credit memo El

Gl 1130001000 Customer AR
ign. 18000370

Header t4  Returned Merchandise

Bus. Area 0610 Tr.part.BA

5. Header txt(Optional): <25 alpha/numeric limit>
Ouir illustration uses <Returned Merchandise>.

6. <Save>

=l

The Change Parked Document: Initial Screen displays and a system
message appears acknowledging the document was changed.

Change Parked Document: Initial Screen

[ Document list g2 Editing Options

Key for Parking

Company Code  WRK @
Doc. Mumber
Fiscal Year

TeHIHOO04
2007

) 4

|@ Freliminatily posted docurment 16000004 ARK was changed
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Delete A Parked Document

Beginning on the Change Parked Document: Initial Screen, we show
you how to delete a parked document.

& BidH &4

Change Parked Document: Ini

Document list | &2 Editing Options

Key for Parking
pany Code ARK

oc. Mumber 18E0G0063
Fiscal vear

1. Doc. Number (Required): <#H#HHHHHH#E>
Our illustration uses <16000003>.

2. <Enter> g
The Edit Parked Customer Credit Memo screen appears.

Document  Edit Goto Extras  Settings  Enwironment  Systerm  Help

& B AE I e@ae DEE Bha8| 6

Edit Parked Customer Credit Memo 0016000003
&a Tree On Company Code F& Simulate Save az Completed | 7 Editin

Transactn Credit memo &

Basic data k Paymant k Details k okl k Tax k Mates |

Customer 600000015 @Sp.GfL

Document date 01431/2007 Reference  TEST
Fosting Date 01431/2007

Document type Custamer credit m. & Documentio 16000003
Amount 25.00 UsD [ Calculate tax
Tax amount g
Text

Paymt terms 30 Days net

Baseline date 0143172007

Company Code ARK State of Arkansas Little Rock

Lot No.

1 lters ( Mo entry variant selected )
St |GIL acct Short text (nies Amount... Cost cen.. [Fund Bu... |1
4D41D11DDD Membership.Debit &| 25.00 383201 HSCE1681 |DE10
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Docurment Edit Goto  Extras  Settings  Enwironment  Systern
[ 'Q |
% : t Memo 00

Select Parked Document Ctrl+5hift+F3
a Simulate Fo | Save as Complg
_T Park Fa
Save as Completed Ctrl+Zhit+FE
Delete Parked Dacument Ctl+ahiieF1D | 12X | Nof
Exit Shift+F3
[T " : el
Document date o1/31/2007 Feference  TEST
Posting Date o1/31/2007
Document type Customer credit m. &2 Documentio 1800
m o o e —

3. <Document><Delete Parked Document>

A system message appears, asking you to confirm you wish to delete
the document.

Data will be lost.

@ Delete parked document?

| fes | -------------- N &u --------------

4, <Yes>

The Change Parked Document: Initial Screen displays and a system
message appears acknowledging AASIS deleted the document.

Change Parked Document: Initial Scree

Document list | &# Editing Options

Key for Parking

Company Code  ARK (&)
Doc. Number 16000003
Fiscal Year 2007

) 4

i€ Parked document 16000003 ARK 2007 delsted
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FBVO---Post Parked Document(s)

Use this transaction to review and post (approve) parked documents.
Key Points
= Use display mode to review the parked document.
= Review for correct accounting information
=>» Customer Account
=>» Business Area
= Amount Balances
= Revenue Account
=> Cost Center
= Fund

= Ask the person who created the document to make necessary
changes.

= Use update mode (post/delete) to post a reviewed document.
Field Definitions

Menu  Edit FEavorites Exiras

€2 | Fevo e

1. Type “"FBVO0” in the Transaction Command field.

2. <Enter> @

The Post Parked Document: Intial Screen appears. Use this screen to
define the type of action you are performing and document or
documents associated with that action.

Document  Edit Goto  Svstem Help

ZlaH @&
Post Parked Document: Initial Screen

Docurnent list | &2 Editing Options

Key for Patking

Company Code  BRK
Doc. Mumber

Figcal Year 2007

The selections on this screen are the same as illustrated for FBV2.

We define the available fields under Document List after we show you
how to review a single parked document.
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Review The Parked Document

Beginning on the Post Parked Document: Initial Screen, we illustrate
using the display mode to review a parked credit memo.

Document Edit Goto  Systerm Help

@ List F5 R o
[ Change Fe [,

P itial Screen
Change Header Data FT
Display F2
Exit Shift+F 3

ey far Parking

Company Code ARK @

Doc. Mumber

Fizcal Year

1. <Document><Display>

This changes the transaction mode to display only and allows you to
review the parked document. Notice the screen name changes to
Display Parked Document: Initial Screen.

Document  Edit Goto Systern Help

& ald lH I eEat o

Display Parked Document: Initial Screen

Document list || @ Editing Options

Key for Parking

Company Code ARE

Doc. Mumber 160E00E1|
Fiscal Wear

2. Company Code (Required/Default): Accept default
<ARK>

3. Doc. Number (Required): <###H#H#H#H##>.
Our illustration uses <16000001>.

4. <Enter> @
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The Display Parked Customer Credit Memo # screen appears. Use this
screen to review accounting entries.

@ Bl 0 @@ CHE onon BHE @m
@2 Display Parked Custonjil Credit Memo 0016000001 ARK 2007
& Tree On | &2 Document | @2 Editing Options
Transacth Credit memao il
Bal. ©0.0@
Bagicdata | Payment | Details | Waorklow | Tax | Motes |
Custormer
Customer GEOEROEEOE @SD.GIL Address
Document date oz /15/2007 Reference 130008365 John'alker
Posting Date 02/157/2007 124 West Markham
Document type Customer credit .. E Documentto 1600E081 LITTLE ROCK AR T2
Arnourt 25,00 usD Calculate tax usa
Tax arnount o.6o El
Text Agency Accounts Receivahle
Payrmt terms 30 Days net i 0ls
Baseline date 02/15/2007 Bank Acct.
Company Code  ARK State of Arkansas Litlle Rock Mot available
Lot o
1 lterns { Mo entry variant selected )
|Elst.. |GiL acct Shorttext  |DNC Arnount in doc.curr.  |Costcenter |Fund Bu... (Taxcode
|_ 4040003000 Fire Protecti..lebit & 25.00 (383201 HSCH181 0610

5. Review document entries.

Pay particular attention to the “Inv. Ref” field on the Payment tab. Does
it contain the original invoice number?

Is the accounting information (Revenue Account, Cost Center, Fund)
correct? Is the balance -0-?

If you discover errors exist in the document, continue through step 5
and contact the person who created the document (in this illustration a
credit memo) and ask them to make the necessary changes prior to
posting the document.

Our illustration assumes the document is error free.

6. <Back> ﬁ

The Display Parked Document: Initial Screen appears, displaying the
document number in the “Doc. Number” field for the credit memo you
just reviewed.

Document  Edit  Goto em Help

2l H I @@ =
Display Parked Document: Initial Screen

Document list | g2 Editing Optians

Key far Parking

Company Code LRE @
Daoc. Mumber 16060601
Fiscal Year 2007
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Post The Parked Document

Beginning on the Displayed Parked Document: Initial Screen, we
illustrate using the update mode to post a parked credit memo.

Document Edit Goto  Systernm Help

g List Fs o @@
| Change F& .
D F Initial S
Change Header Data F7
EostiDelete Fa
Exit Shift+F 3
key for Parking
Company Code  BRK @
Doc. Mumber TEOAAAAT
Fiscal Year 2007

1. <Document><Post/Delete>

This changes the transaction mode to update and allows you to post or
delete the parked document. Notice the screen name changes to Post
Parked Document: Initial Screen.

Document  Edit Goto Systern Help

& = R &
'/F'nst Parked Document: Initial 5

Dacument list | | g7 Editing Options

ey for Parking

Caompany Code lRE @
Dac. Mumber 16000361
Fiscal Wear 2007

Daocument list

2. <Document list>
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The List of Parked Documents screen appears. Use this screen to
retrieve single or multiple documents ready for posting.

List of Parked Documents
D [
Company code ARK to
Dacurment number to
Fiscal year 2007 to
General Selections
Posting date to
Document date to
Document type to
Reference to
Document header text to
Entered hy o
Business area [E4 to
Processing Status
Enter release to
Cornplete to
Released (@) o

About the List of Parked Documents Screen

= Company code--- defines the highest level business entity “ARK.”
Accept this default.

= Document number--- restricts selections by assigned document
numbers. Use this field to retrieve single or multiple documents
ready for posting.

» Fiscal year--- restricts selection to documents created in the
current fiscal year. This is an optional field.

General Selections---Provides additional selections for document
retrieval.

= Posting date--- restricts selections by the date in the “Posting
Date” field of the parked document. Use this optional field to
retrieve single or multiple documents ready for posting.

= Document type--- restricts selections based by document type
(DR, DG, AB...). Use this optional field to retrieve single or
multiple document types ready for posting.

» Reference--- restricts selections based on text entries made in the
“Reference” field on documents. Use this optional field to retrieve
single or multiple documents containing identified text entries.
Note: All reference entries must match exactly.

= Document header txt--- restricts selections based on text entries
made in the “Header Text” field on various documents. Use this
field to retrieve single or multiple documents ready for posting.
Note: All header text entries must match exactly.
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List of Parked Documents
D
Company code ARK to
Document number to
Fiscal year 2087 to
General Selections
Posting date to
Document date ta
Document type to
Reference ta
Document header text to
Entered by to
Business area =4 to
Processing Status
Enter release to
Caomplete to
Released @ ta

= Entered by--- restricts selections to documents created by specific
users. Use the “User ID” in this optional field to retrieve documents
created by this person.

» Business area--- restricts selections to the responsible agency.
This is a required field.

Processing Status---These selections are specific to workflow functions
and are not applicable to Accounts Receivable.

Now that we have defined the Document List selection fields, we
illustrate using them to post a single document.

@ | 2118 eB@ BHE ©non BF

List of Parked Documents

B @

Company code ARK to =

Document numhber 16000081| to =

Fiscal year to i

General Selections
Posting date to o
Document date to =]
Dacurent type to 5
Reference ta o
Document header text to =]
Entered by to o
Business araa BE1E ta =

1. Company Code (Required/Default): Accept default
<ARK>

2. Document Number (Optional): <#H#H#HH#HHHHEHHE>
Our illustration uses document <16000001>.

3. Business Area: (Required): <####>
Our illustration uses <0610>.

4. <Execute> @
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A system message appears telling you documents created by you will

not be listed. It also identifies the display transaction (FBV3) to use if

you want to see your parked documents.
Information

Display therm with FBY3.

v @

5. <Enter> #

The Post Parked Documents: List screen appears. Use this screen to
post single or multiple documents you have reviewed.

Post Parked Documents: List

Fosting Date | Doc..Date
16000001  |02/15/2007

Reference
021152007

& B & T HT < T EH &F & | |5 check | & Create Batch Input Folder Overview | |
|| Documenthlo
||

User
FOR #13000365

line.

‘fear

TLLAMGETON

Document Header Text
2007 |Returned Merchandise
Before you can post a document, you must first select the document

&

afd SEaa 8
Post Parked Documents: List

[ |

| Diocurmentto Posting Date
16000001 nz2rarz2007

TFREAEFTETTEHTHEE G| g

Doc. Date
o2 ar2007

Feference

FOR #18000365
6. Click Document Line ready for posting.

This selects (highlights) the line.

|
7. <Post> H

The Log Display screen appears. Use this screen to verify posting
status for selected documents.
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Help

B H GOS8 EE a0 E

Log Edit Goto  Systemn

Log Display
@ s
s |& |9 |H|wa)| =] =)B|da|/@a|E) @ @0 s0o1]

’Tﬁ;... CoCd Documenttol Year|Message Text
@ |ARK 16000001 2007 |Document 16000001 was posted in company code ARK

About the Log Display Screen

= Use the “Type” field to determine posting status.
=1

9@

Green Light---Successful posting

> E Red Light---Document posting error(s)

» Use the “Message Text” field to review message text
associated with the posting status.

8. Review log (follow up if appropriate).
Review Multiple Parked Documents Before Posting Them

We illustrate posting multiple parked documents next.

Menu  Edit Favorites Extras

& | Fevo 4]

1. Type “"FBVO” in the Transaction Command field.

2. <Enter> @

The Post Parked Document: Initial Screen appears. Use this screen to
define the document or documents you want to review before posting.

Document  Edit Goto Sy

List
izhange
Change Header Data

|ﬁi| 'l:l‘ﬂ

Display
Exit 5

ke far Parking
Company Code  JSRK @

3. <Document><Display>
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& 2y H

Post Parked Document: Ini

Dacument list | g2 Editing Options

Key for Parking
Company Code LRE
Doc. Mumber

Fizcal Year

Docurnent list

4. <Document list>

The List of Parked Documents screen appears. In this illustration, we
use a posting date range to retrieve multiple parked documents. (See
pages 112-113 for field definitions).

V) 0B CEe@ B EE 5004
List of Parked Documents
P [
Company code BRE to
Document number to
Fiscal year 2007 1o
General Selections
Posting date [p2sa12007 1o B2416/2007
Document date o
Document type DG o
Reference to
Document header text to
Entered by to
Business area bE1\ to

5. Company code (Required/Default): Accept default or
<ARK>

6. Posting date (Optional): <##/##[/#H#H#HH#>

Our illustration uses <02/01/2007> to <02/16/2007>
7. Document type (Optional): <##>

Our illustration uses <DG>
8. Business area (Required): <####>

Our illustration uses <0610>

9. <Execute> @
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A standard message for this transaction appears (see page 114).

Infarmation

Display them with FBW3.

v @

10. <Enter>

The Display Parked Documents: List screen appears, displaying all DG
documents parked for this business area within the specified date
range.

Display Parked Documents: List
GRERA FTEFTIRTH4 B

CocumentholPasting Date |Doc. Date Reference Lser Yvear|Document H
16000002  |02ME2007 |02ME/2007 |FOR #18000366 TLLANGSTOM | 2007 |Returned hig
16000003 (021672007 |02M6/2007 |FOR #18000367 TLLANGESTORN | 2007 |Contract Ter|
16000004 (02162007 |02ME/2007 |FOR #18000368 TLLANGSTOM | 2007 |Training llu

11. Double Click Document Line.
Ouir illustration uses <16000002> line.

The Edit Parked Customer Credit Memo screen displays.

& B0 H @8 SR anan BE
Display Parked Customer Credit Memo 0016000002 ARK 24
& Tree On || g2 Document | g2 Editing Options
Transactn Credit memo g
Bal. 0.00
Basic data | Payment | Details | ‘Workflow | Tax | Notes |
Custamer
Custamer {selalz]e alagas] @Sp.GJL Address
Docurnent date o2/16/2087 Reference  FOR #18000366 John Walkg
FPosting Date g2/6/ 2087 124 West
Daocumentio 16000002 LITTLE RO
Armount 50.00 ush Calculate tax USA
Ta arnourt 0.6e El
Text
Paymt tarms Due immediately Fil
Baseline date 02/16/2087 Bank Acct.
Company Code ARK State of Arkansas Littlle Rock Mot availablg
Lat Ko
1 ltems { Mo entry variant selected )
|St.. GIL acct Short text DiC Amountin doc.curr.  |[Costcenter Fund Bu... [T
| D4B4DDBSBBB Fire Protecti..Debit & 50.00 383201 HSCE1 01 0610

12.Review document entries.

This document is missing the original invoice number in the “Inv.ref”
field.
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& BdE @ae SEE OThOafn

@2 Display Parked Customer Credit Memo 0016000002

& Tree On | &2 Document | g# Editing Options
Transactn!  Credit remo =
B3
Basic data ~ Fayment | Detalls | Workflow | Tax | Motes |
C
Bline date  B2/16/2007 Pmnt terms 0 Days B.000 ¥
Discount  0.0@ 0 Days 0.000 ||| |
Disc.hase 0.00 B Days net
Amtto be calculated
Prot Meth Pmnt Meth Sup. Pmnt block Free for payment &
[ ref, ]
Haouse hank -
Reason cde ﬁ

13. Note the document number (screen title) to request
corrections from the user who created the document
before posting it.

14. <Back> &
The Post Parked Documents: List screen appears.

Display Parked Documents: List
GEEATFTAYCHTHE & O

|| Diocumenttol Posting Date | Doc..Date Feference Llser
*.J 16000002  |02MB/2007 (02162007 |FOR #18000366 TLLAMGSTO
16000003  |02ZMB/2007 (021162007 |FOR #18000367 TLLAMGSTO
16000004 (02672007 (0211672007 |FOR#18000368 TLLAMGETO

9. Continue document review (Repeat steps 11-14 for
each document.
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Post Multiple Parked Documents

Before you can post mulitple documents, you must first change the
transaction mode from “display” to “update.” Follow steps 1-2 on page
110 before completing the following steps.

Beginning at the Post Parked Documents: List screen, we illustrate
posting mulitple documents next.

Remember; document # 16000002 contained an error and is not ready
for posting.

(/] 2 JE0 @@ OHE 0o BE R0

Post Parked Documents: List
& B & T HT <EER T EE S| b chek & create Batch Input Folder Overview ||

|| Documenthlol Posting Date |Doc..Date Reference User ‘ear|Document Header Text

16000002 O2f1 62007 (021652007 |FOR #18000366 TLLAMGSTOM | 2007 |Returned Merchandise

’ 16000003 |02MEB/2007 |02MEB/2007 |FOR #18000367 TLLAMGSTOMN | 2007 |Contract Term Change
{ 16000004 |02M1EB/2007 |02ME6/2007 |FOR #18000368 TLLAMGETOMN | 2007 |Training lllustration

10. <Control Key> Click E each Document Line ready for
posting.

Select multiple document lines by holding the “Control Key” down each
time you “Select” (click) an individual line.

This selects (highlights) each line.

O
11. <Post> =
The Log Display screen appears (see page 116).

/] B H QOB SHE BDH8E

Log Display
@ &

o] (B9[] %3] "] ][5/a[as]E] i w06 or|

| CoCdDocumenttlol Year|Message Text
@ ARK 16000003 2007 |Document 16000003 was posted in company code ARK,
@ |ARK (16000004 2007 (Document 16000004 was posted in company code AR

To select all listed documents, use the “Select All” icon instead of

clicking each individual line.

|3| ia<1||

Post Parked Documents: Lis
EEEERREEErEE
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FB02---Change (Posted) Document
Use this transaction to change text entries in a posted document.
Key Points

= Restricts changes to text entries on posted documents.

Accounting information, including but not limited to, revenue
account, cost center, fund and amount cannot be changed once
a document is posted.

= |dentifies fields open for change by using a white field
background.

Definitions

Menu  Edit  Fawvorites Extras

4 | FEO2 B«

1. Type “"FB02"” in the Transaction Command field.

2. <Enter> @

The Change Document: Initial Screen appears. Use this screen to
define the document you want to change.

& Bld HI e ]
Change Document: Initial Screen

Document list |4 First item | @2 Editing options

Keys for Financial Accounting
Document Mumber |

sompary Code ARK
Fiscal Year

For defintions of fields appearing here, see pages 102-103. For field
definitions appearing upon selecting “Document list,” see pages 112-
113.
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Make Changes To (Posted) Document

Beginning at the Change Document: Initial screen, we illustrate
changing 2 text fields in a posted document.

Change Document: Initial Screen

Daocument list | |4 First item || ¢? Editing options

Keys for Financial Accounting

Docurment Murmeer 18000375
Compary Code ARE
Fiscal Year

1. Doc. Number (Required): <#H#H#HHHHHH#>
Ouir illustration uses <18000375>.

2. Company Code (Required/Default): Accept default or
<ARK>

3. <Enter> g

The Change Document: Overview screen appears. Use this screen to
access document detail fields open for changes.

Change Document: Overview
& & & & Display curency
{Document Number! 18000375 Company Code  ARK Fiscal Year 2007
Document Date  02/02/2007 Pasting Date 0Z/02/2607  Period B
Reference BROCHURES Cross-CC no.
CUFTENCY Usp Texts exist
NEFERIERERE R ERERIE]
m|PK |Account Description Cost Ctr  |Fund Amount|Clrng doc. Text
1|01 |600000000 | James L Walker 75.00 Agency Accounts Receivaile
2|80 [40410711000 |Membership Fees |363201  |HSCAEI01 | 7500

4. Double Click Customer Line.
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Displaying text fields open for editing (white background, red font), the
Change Document: Line Item 001 screen appears.

Next, we change the “B

line date” and “Header Txt" in our illustration.

@ | 200 EQ2HE D000 BR @F
Change Document: Line Item 001

052 E B 2 &2 Moredta

Customer 00000000 James L Walker GiL Acc 1130001000
CoCaode ARK 124 West Markham
State of Arkansas LITTLE ROCK Doc. no 18000375
Line ftern 1 / Invoice /01

Amount 75.00 UsD

Tax code

Additional details

Bus. Area o010

Disc. hase 75.00 Disc. amourt  0.00 uso

Payt terms WNT 30 @ Days/percent 30 % %

Bline date 02/02/2007 Invoice ref ! /

Prmnt block

Payment Ref

Assignrment 18000375

Text Agency Accounts Receivable

For illustration purposes, we pretend the agency has decided to extend
the due date on this posted invoice. We also want to add text to
document the reason for the change.

To accomplish this, we

change the “Bline date” and “Header Txt” fields.

@ | 2/0Bece JHE DDA BR @M
Change Document: Line Item 001

B .2 H B & & Moredata

Custamer soO0RC0OEA  James L Walker GIL Acc 1130001000
CoCode ARK 124 West Markham
State of Arkansas LITTLE ROCK Doc. no. 18000375
Line lterm 1 f Invoice £ 01

Amount 75.00 usD

Tax code

Additional details

Bus. Area o810

Disc. base 75.00 Disc. amount .00 usD

Payt terms NT30 Days/percent 30 % %
Bline date 03/30/07 @ Invoice ref ! !

FPrant block

Payment Fef

Assignment 18000375

Text Agency Accounts Receivable ),  Longtext

5. Change Bline date from <02/02/2007> to
<03/30/2007>

6. <Document Header>

{3
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Displaying the “Doc. Header Text” and “Reference” fields, the
Document Header screen appears.

Daocument type DR Customer invaice
Doc Header Text |
Card type Card na.

Sequence number

Reference BROCHURES Document Date 02/02/2007
Posting Date 02/02/2007

Currency Ush FPosting Period o8 / 2007

Ref. trans. BKPF  Accounting docurment

Reference key 0018000375ARK 2007 Log.5ystem DBESZ2ZPCC

Entered by TLLAMNGSTON Parked by

Entry date 02/02/2007 Time of Entry 12:56:22

TCode FE7O

Changed on Last update

v R

Doc Header Text  Exten Approved: 02/02/07
Card type Card no.
Sequence number

’ Document type DR Customer invoice

Reference BROCHURES Document Date 02/02/2007
Posting Date 02/02/2007

Currency Ush FPosting Period o8 / 2007

Ref. trans. BKPF  Accounting docurment

Reference key 0018000375ARK 2007 Log.5ystem DBESZ2ZPCC

Entered by TLLAMNGSTON Parked by

Entry date 02/02/2007 Time of Entry 12:56:22

TCode FE7O

Changed on Last update

v R

7. Change Doc. Header Text (Optional)
Our illustration used <Exten Approved 02/02/2007>

8. <Enter>
]

9. <Save>
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The Change Document: Initial screen appears, displaying a message at
the bottom.

Docurnent  Edit

Soto

Change Document: Initial Screen

Docurnent list | 14 First item | & Editing options

Keys for Financial Accounting

Document Murmber heoon3rs
Comparny Code ARK
Fiscal ¥ear 2007

|@ Changes have been saved

About the GL (Revenue) Line

Below, we have selected the GL line following steps 1-4 on page 120.
Notice the closed accounting fields.

Change Document: Line Item 002
B2 EH B & & Moedats

Gl Account 4041011000 Membership FEEs
Ccompary Code  ARK  State of Arkansas

Doc. no. 18000375

Lire Item 2 / Credit entry / 50
Amount ¥5.00 UsD

Additional Account Assignments
Cost Center 383201

Business Area 0610
Fund HSCE101 Ordler
YWES Element
TP Fund
Trading Part.Ba
Assignment 20070202
Text

%, Long text

If you discover an error in an accounting field, you must reverse the
posted document and re-enter the correct account information on a new
document. We show you how to do this next.
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FBO8---Reverse (Posted) Document

Use this transaction to reverse a customer document if it contains an
accounting error.

Key Points

Use this transaction if the invoice bills the wrong amount (prior to
payment).

Use this transaction if the invoice bills the wrong Customer
account (prior to payment).

Use this transaction if the invoice credits the wrong Revenue
account (prior to payment).

Use this transaction to reverse customer documents created in
past or current fiscal periods (prior to payment).

Limit use of Reversal Reasons to codes 01 or 02 ONLY.
Reversal Reasons 03-05 are not applicable to State business
processes.

Use Reversal Reason Code 01 with documents initially posted in
the current fiscal period.

Remember: Reversal Reason Code 01 DOES NOT require a
posting date entry because AASIS uses the posting date from
the original document.

Use Reversal Reason Code 02 with documents posted in the
previous fiscal period.

Remember: Reversal Reason Code 02 DOES require a posting
date entry.

Avoid using FB08 once payment has been received.

Field Definitions

Wenu Edit  Eavorites  Extra

@z | FEO3

(i

1. Type “"FB08"” in the Transaction Command field.

2. <Enter> @
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The Reverse Document: Header Data screen appears. Use this screen
to define the document and reversal reasons.

Docurnent  Edit Goto  Systern Help

& B B @@ 8 E

Reverse Document: Header Data

& Display Before Reversal Document List | &% Mass Reversal

Document Details
Document Number |

Company Code ARK
Fiscal vear 2007
Specifications for Reverse Fosting
Reversal reason 1

Posting Date
Posting Period

Check management specifications
oid reason code

About the Reverse Document: Header Data Screen

I'53:r‘ Display Befare Reversal

Use this icon to display and confirm you have
selected the correct document (Document Details) to be reversed.

Do
o Mass Reversal

i D t List ;
I oeumen __'S Not applicable to AR document reversals.

Limited to DFA only.

Document Details---Use the “Document Number” field to define the
document you want to reverse and confirm Company Code “ARK.”

Specifications for Reverse Posting---Use these fields to define the

reversal reason and, if appropriate, posting date of the reversal
document.

=  Reversal reason--- determines if the reversal is of a document
from the current fiscal period or a prior fiscal period.

= Posting Date--- defines the posting date for reversal documents
created in a fiscal period different than the original document. This
is a required field when using Reversal Reason 02.

DO NOT use this field with Reversal Reason 01.
» Posting Period--- not applicable to AR document reversals.
Check management specifications---Not applicable to AR.
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Reverse The Document

Beginning at the Reverse Document: Header Data screen, we illustrate
reversing a document posted in the current fiscal period.

& Bld B &&

Reverse Document: Header Da

%y Display Before Reversal Docurment List

Docurnent Details

Cocument Mumber 18000354
’ Company Code ARE
Fiscal Year

Specifications for Reverse Posting
Feversal reason @
Posting Date

Fosting Period

1. Document Number (Required): <###H#H#HHHEH>
Ouir illustration uses <18000359>

2. Company Code (Required/Default): Accept default
<ARK>

3. Reversal reason (Required): <Possible Entries>

The Reversal Reason drop down menu appears. Use this window to
select or key the appropriate Reversal Reason Code.

Feason for Reversal (2] 5 Entries found
Restrictionz |
| w |
AL
Reas... “|Text |
01 Feversal in current periud
nz2 Reversal in closed periud
03 Actual reversal in « i .
05 Accrual/deferral pc. DO NOT use 03-05.

I
5 Entries found Z

Ouir illustration uses <01>.

Remember, Reversal Reason code 02 requires a “Posting Date” entry.
Use the current date in those circumstances.
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@

B A H €4

&y Display Before

Reverse Document: Header Data

Reversal Dacument List

Daocument Details
Dacument Mumber
Company Caode
Fiscal Wear

18000359
ARK
2007

Specifications for Reverse Posting

Rewarzal reason

1

Posting Date
Pasting Period

. Dizplay Before R I
4. <Display Before Reversal> % Display Before Reversa

The Display Document: Overview screen appears. Use this screen to
confirm you have selected the correct document to reverse.

@| s e CHE BDoD R @m

Display Docuiment: Overview

% o & 3 &% Display currency

Docurnent Mumber 18000358 Company Code ARK Fiscal Year 2007

Document Date 02/05/2007 Fosting Date 02/05/2007  Period 8

Reference SAMPLE TEXT Cross-CC no.

Currency UsD Texts exist

g[a[7 (0[P [E2] =) S[@s[Re[=n|(n @)

Item|PK |Account Description BusA |Cost Center|Fund Amount| Text Clrmg doc
1|01 (600000000 John walker 0610 50.00 |Agency Accounts Receivable
2|50 (4041011000  |Membership Fees  |0610 [383201 HSCAE101 50.00-

5. Confirm document selection.

6. <Back> &

The Reversal Document: Header Data screen appears.

) SEEIr
Reverse Document: Header

Sy Display Before Reversal Dacumen

Document Details

Document Mumber 18000359
Company Code ARK
Fiscal Year 2007

Specifications for Reverse Posting
Rewversal reason 01

Posting Date
Posting Period

E,[

7. <Post>
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The Reverse Document: Header Data screen refreshes, displaying
(bottom of screen) the document number assigned to the reversal

document you have just posted.

&

BAH &E

dy Display Before Reversal

Reverse Document: Header Dat

Docurment List

Document Details
Document Murmber
Company Code
Fiscal Year

ARK
2007

ospecifications for Reverse Posting

Feversal reason
Fosting Date
Posting Period

EN

y

& Document 18000360 was pasted in company code ARK
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F-32---Clear Customer

Use this transaction to perform manual clearing of customer items.

Note: F-32 is designed for use in multiple business scenarios. In this
manual, we limit our explanation of this transaction to manual clearing
prior to issuing Account Statements.

We are in the process of creating other courseware which addresses
more complex uses of F-32 in Accounts Receivable. Until these
materials are available, please contact the AASIS Help Desk if you
have questions regarding clearing that go beyond the scope of this
manual.

Key Points

= Customer open items automatically clear when the balance
reduces to -0- through correct entries in the related documents.

= AASIS uses an automatic clearing program each night to clear
customer documents containing:

- The same Customer Account number
- The same Business Area
- An equal number of debits and credits

- Matching assignment numbers among related
documents (invoice, payment, credit memo and/or
abatement)

= The assignment number on all related customer documents is
always the original invoice document number.

= FBL5N helps you routinely monitor open items that have not
automatically cleared.

= Open items appearing in FBL5N (equal credits and debits for the
same customer) that should have cleared may very well contain
an error in the assignment field, preventing automatic clearing.

= You can correct assignment field entries and manually clear the
corrected items (usually done if an Account Statement must go
out the same day you discover the error).

= You can correct assignment field entries and wait until the next
day. This allows the automatic clearing program to run. Always
verify the items cleared using FBL5N.
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Use FBL5N To Review Open Items First
Here are the open items, using FBL5N (pages 71-77), for Customer

Customer Line Item Display
1[4 M| e 2|2 R ER AT BEE 2 AR | Selections Dispute Case
Status: B open 85 Parked @ Cleared
Due date Overdue &y Due & nNot due
Customer 600000000
Company Code ARK
Name: John Walker
City LITTLE ROCK
A
St|A ment DocumentNo| Typ|Doc. .Date |S|DD Amt in Toc.cur.|LCurr|Clrng doc. |Text
| & | 18000361 14000021 DZ |02/06/2007| |4 100.00- |UsD 4041011000
O B | 18000364 18000364 DR |@2/06/2007| |8 100.00 |UsD Agency Accounts Receivable
* @ 0aa |UsD -o- Balance
** Account 600800081 0.8a |UsD

Notice the total debits and credits for both documents equal -0-.

Now look at the assignment field for each document. The assignment
number for the payment document does not match the assignment
number in the invoice document.

These items will not automatically clear until the assignment field
numbers match on both documents.

Instead of creating a new session for FB02---Change Document, you
can make corrections to the payment document from this screen if you
have the right security roles.

FBL5N---Correct Assignment Field

Customer Line item Display

14 4 DN‘S‘«’/E |@m@|$éﬁ‘@ﬁﬁ‘g%l Selections Dispute Case

Status B open 4 Parked @ Cleared

Due date: Overdus &y Due B ot dus

Customer 600000000

Company Code ARK

Hame John Walker

City LITTLE ROCK
St Ass1gnment‘ Documentho| Typ|Doc. Date [S|DD Amt in loc.cur. [LCurr|Clrng doc. |Text

] B | 18600361 14000021 DZ |B2/06/20087| | 100. 00- [USD 4041011000

O B | 18000364 18000364 DR [B2/06/2007 & 100.00 |USD Agency Accounts Receivable
a 0. .00 (UsD

** Account 600000000 0.00 (UsD

1. Double click "'DZ"” document line.

The Display Document: Line Item 002 screen appears, displaying the
customer line item details.
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Note the “Assignment” field displays in the Additional Details section of
the screen.

@| 2]dH €@ CHE DDL0 AR QE
Display Document: Line Item 002
PR v a3 & More data

{ClUsfomer: 600000088 John Walker

GiL ACc 1130001000
CoCode ARK 124 West Markham
State of Arkansas LITTLE ROCHK Doc. no. 14000021
Line ltem 2 / Incoming payment /15
Armnount 100. 00 UsD
Tax code
Additional details
Bus. Area o710
Disc. amount  0.00 UsD
Bline date 02/06/2007 Ievoice ref. ! i
Prmnt block
Payment Amnt 100,00 UsD
[ Assignment 13000361

G
2. <Change Display>

Available “text” fields open (white field background) for editing.

& | 2/0@@Ee CHE H000 FR @
Change Document: Line Item 002

T 2w a3 & Moredata

+ Mext itern + Previous item

Customer GO000OOEE  John Walker

GiL ACe 1130001000
CoCode ARK 124 West Markham
State of Arkansas LITTLE ROCHK Doc. no. 14000021
Line ltem 2 / Incoming payment / 15
Armnount 100. 00 UsD
Tax code

Additional details

Bus. Area o710

Disc. amount  ©.00 UsD
Bline date fp2/06/2007 @ Inwoice ref. i !
Prnt block

Payment Amnt 100, 00 UsD

Agsignment 18000361
Text 4041011000

%,  Long text
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@ 2/0B CEQ CHE DM AR @8
Change Document: Line Item 002
g 2w a & & Moredata + Mext itern + Previous item

Customer 600000000 John Walker GiL Act 1130001000
CoCode ARK 124 West Markham
State of Arkansas LITTLE ROCK Doc. no. 14000021
Line ltem 2 / Incoming payrent /15

Amount 100. 00 uso

Tax code

Additional details

Bus. Area 7o

Disc. amount 0. 00 uso
Bline date 02/08/2007 Imvoice ref. i i
Pmnt block

Payment Amnt 100, 00 UsD

Assignment 18000364

3. <Assignment Number>
Our illustration changes <18000361> to <18000364>.

I_E[

4. <Save>

The Customer Line Item Display screen appears, displaying a system
message noting the saved changes at the bottom of the screen.

@| : 0l @@ CHE anas FAE @3
Customer Line Item Display
14 4 PF||$€{’/E I@@@I?E‘E‘|@ﬁﬁ|g%| Selections Dispute Case
Status: B open 4 Parked @ Cleared
Due date: Overdue & Due B Mot due
Customer GO0000000
Company Code ARK
Hame John Walker
City LITTLE ROCK
St|{Assignment DocumentMo|Typ|Doc. .Date |S|DD Amt in Toc.cur. |LCurr|Clrng doc. |Text
O | (153000361 14000081 |DZ |02/06/2007 | |4 100.00- (UsD 4041011000
O B | 18000364 18000364 DR |B2/06/2007 f<c] 100. 00 [(USD Agency Acco
* | o.00 |UsD
** Account 600000000 0.00 |(UsD
(] Changes have been saved
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List Edit Goto Extras  Ernwironment Setting:

@ Print shiftef1 B | < & &
[ Refresh L
c = b splay
Export b
I+ send.. Shift+F & t e
. Exit Shift+F 3 [ & Parked
Lo (e e L S L.

5. <List> <Refresh>

This refreshes the screen display allowing you to see the corrections to
the assignment field.

Customer Line Item Display
APz E 0 @@l vavd BeEdE 8%nmE Selections Dispute Case
Status: B open A Parked @ Cleared
Due date: Overdue &y Due & Not due
Customer 500000000
Company Code ARK
Hame John Walker
City l LITTLE ROCK
StAssignment Documentio| Typ|Doc. . Date [S|DD Amt in loc.cur. |LCurr|Clrng doc. [Text
O B | 15000364 14000021 |DZ |02/06/2007( | 100.00- (UsSD 4041011000
O B | 18000364 18000364 DR |02/06/2007 & 100.00 |(USD Agency Accounts
L - | 0.00 |UsD
** Account 600000000 0.00 |UsD

Now that the assignment field entries match, these documents should
clear when the automatic clearing program runs.

On the following day, verify the clearing by executing FBL5N and
reviewing items for this account.

If you need to issue the Customer Account Statement the same day
you correct the assignment field errors you can manually clear these
items.

We show you how next.
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Use F-32 To Clear Appropriate Items from FBL5N

benu  Edit FEaworites Extras

1. Type “"F-32" in the Transaction Command field.

2. <Enter> @

The Clear Customer: Header Data screen appears. Use this screen to
define clearing selections.

Document  Edit Goto  Settings

[ i B G0 EE SN a0(IEEE G R

Clear Customer: Header Data

Process Open ltems

Account | [=Liearing date B2/B5/2007 | Period g
Company Code ARK Currency ush

Open item selection
Special G/L ind [v] Marmal Ol

Additional selections
@ None

) Document Mumber
) Fund

() Posting Date

) Dunning Area

) Reference

o Payment order
(o Collective invoice
> Document type
(1 Business Area

() Tax code

) Others

About the Clear Customer: Header Data Screen

Process Open ltems .
I i Advances to the next step based on selections.

= Account ---defines the open item managed account. This is a
required field.

= Clearing date ---defines the posting date for the clearing
document; defaults the current date.

= Period ---defines the fiscal period in which the clearing document
is posted; defaults the current period.

= Company Code ---defines the highest level business entity
“ARK.” Accept this default.

Open Item selection---Not applicable to State processes.
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Docurnent  Edit Goto Setting

& BdH I CE@ EHE a0 08 BEE @E

Clear Customer: Header Data

Process Open ltems

Account | [=learing date 02/05/2007  Period 8
Ccompany Code  ARK Currency UsD

| Open item selection
Special GiL ind [w]Mormal Ol

Additional selections
@ Mone

) Document Number
) Fund

() Posting Date

) Dunning Area

) Reference

) Payment order
) Collective invoice
) Document type
) Business Area
) Tax code

() Others

Additional selections---establishes additional selection critieria
depending on the type of clearing being performed.

While all of these selections are optional, we recommend and illustrate
using the “Business Area” selection contained in this section.

= None---leaves clearing selection based on the account number.

= Document Number ---restricts displayed items to a specific
document or documents.

= Fund ---restricts displayed items to specific funds. This field is not
used in AR.

= Posting Date ---restricts displayed items to specific posting
date(s).

= Dunning Area--- not applicable to AR clearing.

= Reference--- restricts displayed items to reference text entries.
= Collective invoice--- not applicable to State processes.

= Document type---restricts displayed items to document types.

= Business Area---restricts displayed items to those posted to a
specific agency.

= Tax code--- displayed items to a specific tax code (currently not
used).

= Others--- provides additional selections.
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Define Customer Account

Clear Customer: Header Data

Process Open ltems

,Accnunt 600008000 Clearing date 02/06/2007  Period B
Comparny Code ARK Currency usp
Open itermn selection
Special GiL ind Marmal I

Additional selections
) None

> Docurnent Number
) Fund

) Posting Date

) Dunning Area

) Reference

) Payment order
) Collective invoice
) Document type
{@/Business Area
) Tax code

() Others

1. Account (Required): <##H#HHHHHHH#>
Ouir illustration uses <600000000>.

Clearing date (Required/Default): Accept default
Period (Required/Default): Accept default

4. Company Code (Required/Default): Accept default or
<ARK>

5. Additional Selections (Optional): <Business Area>

Frocess Open ltems

6. <Process Open Items>

The Clear Customer: Enter selection criteria screen appears. Use this
screen to define your agency as a selection.

Clear Customer: Enter selection criteria

Other Selection | Other Account | Process Open ltems

Parameters entered

Company Code ARK

Account EO0E00000

Account type D

Special G/L ind. ¥| Standard Ols

Business Area
From To
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Clear Customer: Enter selection criteria

Other Selection | Other Account | Process Open ltems

Parameters entered

Comparny Code ARK

Account (=] e]cle]cleleElE]

Accaunt type D

Special GiL ind. ¥| Standard Cls

Business Area
From To

About the Clear Customer: Enter Selection Critiera Screen

Parameters entered---displays customer account information using your
selections from the previous screen.

Business Area---contains data entry fields to define a specific business
area. For single value selections, use the “From” field.

Clear Customer: Enter selection criteria

Other Selection | Other Account || Process Open ltems

Parameters entered

Company Code ARK

Account 00000000

Account type D

Special GAL ind. ¥| Stand

usiness Area
From To
o710

7. Business Area---From<###i#>
Ouir illustration uses <0710>.

Frocess Open ltems

8. <Process Open Items>

134




Chapter 3: Accounts Receivable
11 Essential Transactions

The Clear Customer: Process open items screen appears. Before using
this screen to clear specific items (first time use only), change your
Editing Options to ensure proper use of this transaction.

We show you how to do this next.

@ | 200 e LHE DDon BE @@
Clear Customer: Process open items

A2 [ Distribute diff | Charge off difft | & Editing options | @ Cash Disc. Due

Standard k Partial prmt k Res.items k Withhldg tax |

Account iterms 600000000 John YWWalker
Account Docurnent ... |D..|Docume... |P..|Bu... USD Gross Cash discnt Cash...
600000000 (14000021  |DZ|D2/06/2.. (150710 100. 00 -
600000000 (18000364 DR |D2/06/2.. |01 @710 100. 0O
K] I

@ |[Ln'] Amoum| |ﬂ;ﬁ Gross<>..”ﬁ. Currency | ‘ 1 ltems || i ltems ‘ | 1 Disc. H i Disc.

Editing status
Mumber of items 2

Amaunt entered 0.00
Assighed 0.0
Cifference postings

Display from item
Reason code

-~

Display In clearing currency Mot assighed 0.00

|@ 2 itermns were selected
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Select & Save Clearing Editing Option

Select and save the following editing option the first time you use F-32.

This selection ensures the displayed items on the Clear Customer:
Process open items screen are “inactive.”

You do not have to repeat these steps each time you use F-32 after

this.

@ | 100 e LHE pnon AR QB

Clear Customer: Proce

,ns

A2 [ Distribute diff. || Charge off diff. | & Editing options @ Cash Disc. Due

Standard | Partial pmt | Res.items | Withhldg tax |

Account items BO0000000 John YWalker

Account Docurnent ... |D..|Docume... |P..|[Bu.. USD Gross Cash discnt Cash...
500000000 (14000021 |DZ D2/06/2. 0710 100.00-
G000D00EO (18000364 DR D2/06/2. 0710 100. 00

1. <Editing options>

& Editing options

The Accounting Editing Options screen appears, displaying editing
options for open items. Our selection appears in the Open item
processing section of this screen.

0\ 200 eaQ DB 6

Accounting Editing Options

Cpen items |

Open item processing

[]Selected items initially inactive

[JUse worklists
[]Display net amounts

[Clnclude invaice reference

[ Sorting by amount without +- sign

[]Payment reference as selection criterion

[1Process open items with commands

[]Enter payment amount for residual items

Line layout variants for clearing transactions

Custamer | @
vendor
G/l acct

Line layout variants for automatic payments

FPayment
Line items

Account assignment model for payment differences

Act assgn.model
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& B @@ 20
Accounting Editing Options

Open items |

Cipen itern processing
[]Payment reference as selection criterion
Process open iterms with commands

["] Enter payment amaount for residual items
[ Use waorklists
[] Display net amaounts

[JInclude invaice reference
[]Sorting by amount withaut +- sign

Line layout variants far clearing transactions

Customer " Custormer Clearing wiDue Date
Wendar

GiL acct

2. <Selected items initially inactive>

3. Line layout variants for clearing transactions:
Customer:<D1>

This displays the assignment number field in the Clear Customer:
Process Data screen.

IE[

The Account Editing Options screen refreshes and a system message

appears letting you know AASIS has saved these settings to your user
master record.

4. <Save>

F@ The options were entered in the user master record

This means that every time you execute F-32 in the future, AASIS
displays the defined customer items as inactive.

&

To activate these settings, you must return to the initial screen and re-
execute the transaction. Use the “Back” icon to return the initial screen.

5. <Back>
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The Clear Customer: Process open items screen appears, displaying
the Assignment field and inactive items.

You are now ready to clear the appropriate items.

& A eaEe D HE ahan EE @ m

Clear Customer: Process open ftems

‘g [a? Distribute diff. | Charge off diff. | &? Editing aptions || @ Cash Disc. Due

Standard | Partialpmt | Resiterns | Withhidg tax |

lunt iterms 600000000 Jahn Walker !«
Assignment Document ... |D..|Document .. [Met due date| USD Gross Cash discnt Cash...
18000361 14000018 DZ R2/AG/ 2007 020672007 10000 -
18000361 18000361 DR @2/06/2007 @3/08¢ 2007 100,00

] ] ] ] [ ] ] [
(ol |

m |[H]|m] Amo...| |EﬁﬁGmss<>...||ﬁﬁf|Currency| | 1 ltems

e

i ltems | | 1 Disc. || i Disc.

Editing status
Number of itermns 2 Amount entered 0.0
Display fram item 1

Reason code

Assigned 0.0
Difference postings

Display in clearing currency Mot assigned a.aa

Field Definitions

Beginning on the Clear Customer: Process open items screen, we
define the relevant fields that we will be using. Then we tell you how to
manually clear the displayed customer items.

@ | 1 IE Ccee CHE Dno0 BE Q@
Clear Customer: Process open items

‘g E,’ Distribute diff. | Charge off diff. || 4# Editing options || @ Cash Disc. Due

Standard | Partialpmt | Resitems | Withhidg tax |

Account iterms BO0000000 John Walker
Assignment Document ... |D.|Document ... [Met due date| USD Gross Cash discnt Cash..
18000361 14000818  |DZ B2/06/2007 |02/ 06/2007 100, 00-
18000361 18000361 DR B2/06/2007 |03/08/2007 100. 00
[] [] [] [] [] [] [
|Em| [

m |['ﬁ']|['ﬁ'] Amo...| |EﬁGross<>.."EﬁCurrency| | 1 ltems || W ttems | ‘ 1 Dise. ” i Disc.

Editing staius

Mumber of items 2 Amount entered o.o8

Display from itern
Reason code

Assigned o.oe
Difference postings

Digplay in cleating currency

Mot assighed o ae
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About the Clear Customer: Process open items screen

As you can see, this screen contains multiple tabs to perform different
clearing options.

Because this transaction has multiple purposes for mutliple business

scenarios, we keep our explanation limited to relevant fields on the
Standard tab.

@ Use these fields to review and select the appropriate customer
items for manual clearing.

= Assignment--- defines the assignment numbers contained in the
document.

= Document--- defines the document number.
= Document type--- defines the document type.

» Posting Key--- defines the posting key contained on the customer
line in the listed document.

= Business Area--- defines the billing agency.

= USD Gross--- defines the amount contained on the customer line
in the listed document.

= Cash discnt--- Standard Delivery. Not applicable to State
processes.

= Cash--- Standard Delivery. Not applicable to State processes.

@ | DI Ced CHE DnAD BHE @@
Clear Customer: Process open items

g @ Distribute diff. || Charge off diff. | 4# Editing options || @ Cash Disc. Due

Standard | Partialpmt | Resitems | Withhidgtax |

Account items BO0000000 John Walker

Assignment Document ... |D..|Document ... |Met due date USD Gross Cash discnt Cash..
18000361 14000018  DZ D2/06/2007 [D2/06/2007 106 . 08-

18000361 18000361 DR |[@2/06/2007 [03/08/2007 10008
T[] [
@ ||:'|E'|] Amnunt| |ﬁ| Grasg<> ||Eﬁ Currency | | 1 Items ” i tems || 1 Disc ” B Disc
Editing status

Number of items 2 Amount entered 0.oo

Display frorm item
Reason code

=

Assigned .00
Difference sttlngs

Display In clearing currency Mot assigned 0.00

@ 2 items were selected

Editing status--Use these fields to monitor the status of your selections
in the Standard tab fields. Pay particular attention to these fields:
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@ | DI Ced CHE DnAD BHE @@
Clear Customer: Process open items

g @ Distribute diff. || Charge off diff. | 4# Editing options || @ Cash Disc. Due

Standard | Partialpmt | Resitems | Withhidgtax |

Accountitermns BO0000000 John Yalker
Assignment Document ... |D..|Document ... |Met due date USD Gross Cash discnt Cash..
18000361 14000018  |DZ [D2/06/2007 |02/06/2007 100.00-
18000361 18008361 [DR [02/06/2007 |B3/08/2007 100.00
] |

@ ||:'|E'|] Amnunt| |ﬁ| Grasg<> ||Eﬁ Currency | | 1 Items ” i tems || 1 Disc ” B Disc

Editing status
Number of items 2 nt entered 0.oo

Display frorm item 1 Agsigned 0.00
Reason code Difference postings
Display In clearing currency Mot assigned 0.00

@ 2 items were selected

Editing status--Use these fields to monitor the status of your selections
in the Standard tab fields. Pay particular attention to these fields:

= Assigned--- displays sum totals (black font) for the selected debit or
credit amounts. The displayed amounts change as you select debit(s)
and credit(s).

= Not assigned--- displays balances between selected debits and
credits. This field MUST be 0.00 to post a clearing document.

Beginning on the next page, we show you how to clear the displayed
customer items in the above illustration.
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Clear Customer Items

Below, the displayed items are the related documents we reviewed and
changed from FBL5N on pages 130-134.

Now that the assignment fields match between these documents and
the combined debits and credits balance to -0- we want to clear both
items.

Clear Customer: Process open items

2 [EF | Distribute diff. | Charge off difft. | ¢# Editing options @ Cash Di

Standard k Fartial pmt h Res.items k Withhldg tax |

Account iterns 00000000 John Walker

cCount Document ... |D.. [Docume... |P..|Bu... USD Gross Changes to blue font
coooooood  [M4000021 DE RZ/06/2 . (15 0710 100. 00
coooooood [Me00n3sd DR DZ/06/2. (01 @710 100, 00

1. Line 1---USD Gross: Double click (select) the listed
amount.

3 things happen after you select the listed amount.

= The font color of the selected credit amount changes from black to
blue.

= The credit amount (black font) appears in the “Assigned” field at
the bottom of the screen.

= The debit balance required before posting can occur appears in
the “Not assigned” field at the bottom of the screen.

El |['ﬁ'] Amount| |Eﬁf| Gross<>..."§nﬁ Currency | | 1 ltems " B ltems | | 1 Disc. " i Disc.

Editing status
Murmber of it
Display fram

Armount entered o, oo

Assigned 100, 00 - . Selected Sum
Difference postings

Mot assigned 100. oo Remaining Balance
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Document  Edit Goto  Settings  Environment  System Help

& B dH @@ SES AT
Clear Customer: Process open items

<o [Zf Distribute difft = Charge off difft  &? Editing options @ Cash Di

Standard k Partial prmt k Res.items k Withhldg tax |

Account iterms 500000000 John Walker
Account Document ... (D |Docume... |P..|Bu... USD Gross
BOOEOOGEAE [14R0EE21 DZ 02f0642.. (150710 100.0
Changes to blue font
BOOCOOGEAO [1BO0E3E4 [DR EZ2/0842. 010710 hEIEI.EIEI y
]

2. Line 2---USD Gross: Double click (select) the offsetting
line amount.

3 things happen after you select the listed amount.
= The font color of the selected amount changes from black to blue.

= The “Assigned” field displays the sum for both the debit and credit
selections.

= The “Not assigned” field balances to 0.00. Debits and credits now

balance to -0-, meaning it is possible to post the clearing
document.

||§| |[H] Amount| |Eﬁf| Gross<>..."ﬁ;ﬁ Currency | | n o ltems " i ltems | | 1 Disc. " i Disc.

Editing status
Mumber of items

Display from itemn

Feason code

Arnount entered 0. o0
Display in clearing curre ;&.SSiQnEd E| E|E| ‘
. . Selected Sum
Difference postings
Mot assigned 0. oo
Remaining Balance
1
]
3. <Save> H
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The Clear Customer: Header Data screen appears, displaying a system
message with the clearing document number.

Clear Customer: Header Data

Process Open ltems

Account | [=rlearing date 82/06/2007  Period 8
Compary Code ARK Currency UsD

Open itemn selection
Special GiL ind [v] Normal OI

Additional selections
@ MNone
 Document Mumber
) Fund
| Posting Date
 Dunning Area
| Reference
| Payment arder
| Collective invoice
) Docurnent type
| Business Area
| Tax code
| Others

) 4

@ Docurment 1000179 was posted in company code ARK
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ZF27---Create Periodic Account Statements
Use this transaction to create the customer account statements.
Key Points

= Uses both required and optional selection fields.

= Use selection fields to define general account statement
information.

= Allows you to preview selected account statements before
printing.

=  ALWAYS use an AASIS network printer. Use of a printer other
than a network printer can result in formatting problems.

Field Definitions

Menu Edit FEavorites
Gz | zZFr27 el

1. Type "ZF27" in the Transaction Command field.

2. <Enter> @

The Periodic Account Statements selection screen appears. Use this
screen to define general account statement information.

@ | aH @R BHE Dnon R @0
Periodic Account Statements
@
General selections
Company code @ to
Account type to
Account to
Usermame to
Business Area
Indicator in master record
Key dates for acct statement
Accounting clerks to

Request Was
Invoice From
RemitTo

Message to Customer(s)
Message

Posting parameters
Correspondence
[]Individual request

Prograrm contral

@

Delete if finished since

Print control
Log to printer
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& 2aB0 @ SHEBE DL BRAE @

Periodic Account Statements

D &

General selections
Company code @ to
Account type to
Account to
Username to

Business Area
Indicator in master record
Key dates for acct statement

Accounting clerks to

RequestWas
Invoice From
RemitTo

Message to Customer(s)

Message

Posting parameters
Correspondence
[[]Individual request

Program control

4]

Delete iffinished since

Print control
Log to printer

About The Periodic Account Statements Screen

General Selections—use this section to define account information for
account statements.

Company code ---defines the highest level business entity
“ARK.” Accept this default. This is a required field.

Account type ---defines the account type. For customer
accounts, ALWAYS use “D.” This is a required field.

Account ---defines the customer account(s) for which you want
to create statements. Leaving this field blank pulls all customer
account information. This is an optional field.

Username ---restricts the retrieved information to the documents

created by the specified user.

Remember, internal controls prevent any one user from creating
all related AR documents. If you enter a user name here, you are

telling AASIS to retrieve only the AR documents created by that
user. Your account statement may contain incomplete
information.
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G | 2B e SHE ODLD BRI @m
Periodic Account Statements
@
General selections
Company code @ to
Accounttype to H
Account to
sername to E
yEJlusmessArea
Indicator in master record
Key dates for acct statement
Accounting dlerks to

Request Was
Invoice From
Remit To

Message to Customer(s)
Message

Posting parameters
Correspondence
[individual request

Program control
Delete if finished since

o

Print control
Log to printer

= Business Area ---defines the billing agency. This is a required
field.

» |ndicator in master record ---defines the statement cycle
contained in the account master record. All customer master
records use indicator “2".

ALWAYS use “2” in this required field.

= Key dates for account statement ---defines the statement
period. AASIS retrieves all items posted within the specified
period as well as any open items from prior dates.

This is a required field.

= Accounting clerks —defines accounting clerks assigned to
specific customer accounts which are unique to the agency.
Currently, Department of Information Systems is the only agency
using this field. Remaining agencies ALWAYS leave this optional
field blank.

Request Was---use this section to define the billing and remittance
entities.

= Invoice From ---defines the billing agency’s return business
address. This is a required field.

= Remit To--- defines the address to send payments to. This is a
required field.
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Periodic Account Statements

& &
General selections
Company code @ to
Account type to
Account to
Username to E
Business Area
Indicator in master record
Key dates for acct statement
Accounting clerks to
Request Was

Invoice From
Remit To

'Message to Customer(s)

Message

FPosting parameters
Correspondence
[]Individual request

Frogram control
Delete if finished since

]

Frint control
Log to printer

Message to Customers---use this section to create optional text entry
which appears on all account statements.

= Message--- defines additional information to include on all the
statements. This optional text field is limited to 60 characters.

Posting parameters---use this section to define the form used for the
statements.

= Correspondence--- ALWAYS use the form name “Z0013:
Customer Account-Business Area” in this required field.

= Individual request--- Standard Delivery. Not applicable to State
processes.

Program control---use this section to define the number of days before
AASIS deletes the print logs created each time this program runs.

= Delete if finished since ---Defaults to “8”. Most users accept the
default entry in this optional field but you can change it if you like.

Print control---use this section to define the network printer which will
print the customer statement.

»= Log to printer ---ALWAYS use your agency’s network printer for
this required field. Otherwise, you may experience format
problems with the statement.
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Define Customer Account Statements

Periodic Account Statements
@ [
,@eneral selections

Campany code ARK to
Account type 0] to
Account GORABABAD ta GREAEET A
Username to
Busziness Area [G1a
Indicatar in master record 2
Key dates for acct staterment [04/01 2006 04/30/ 2006
Accounting clerks to

1. Company code (Required): <ARK>
2. Account type (Required): <D> ALWAYS
3. Account (Optional): < XXXXXXXXX>
Our illustration uses range <600000000> to <600000100>.
4. Username -- <Leave Blank>

5. Business Area (Required): <####>
Our illustration uses <0610>.

6. Indicator in master record (Required): <2> ALWAYS

7. Key dates for acct statement (Required):
<H##[H#[HHEHE>

Our illustration uses range <04/01/2006> to <04/30/2006>.
8. Accounting clerks -- <Leave Blank>
Business area 0470 is the only agency using this field.
9. <Enter>
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The “Invoice From” and “Remit To” fields open for data entry.

Periodic Account Statements
O &
General selections
Company code ARE to
Account type i to
Account [sjefalafe]elejela] ta aalafalsTanRela)
Uzername to
Business Area 0618
Indicator in master record 2
Key dates for acct staternent 04/01 /2006 BMBBEEBBE@
" Accounting clerks o
Requestwas
Invoice Fram
RemitTo

10.Invoice From: Click in the field.
This activates the "Possible Entries” icon for this field.

11.<Possible Entries>

The selections available for the agency display.

‘ange (1) 2 Entries found

Restrictions 1

[ ki |
|+ =03 o
Line 1 for Invoice From ‘Line 2 for Invoice From |Line 1 for REMIT TO Line 2 fo
061001DEPARTMENT OF FINANCE &ADMINISTRA\TION Office of Accounting DEA Littlerock
061002DEFPARTMENT OF FINANCE & ADMINISTRA TIOM P. O. Box 2485 Dept. of Finance & Administra tion P. O
|l [ajo]
I 2 Entries found 7

12. Invoice From (Required): Double Click <Address>
13. Remit To (Required): Repeat Steps 10-12 above.
The address information appears in the fields.

Request YWas
Imvoice From DEFARTMENT OF FINANCE & ADMINISTRATION
Remit To Dept. of Finance & Administration
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14.

15.
16.
17.
18.

19.

Periodic Account Statements

@ @ B

General selections
Zompany code
Account type
Account
Username
Business Area
Indicator in master record
key dates for acct statement
Accounting clerks

ARK to

b to

GOABARAEE to GEAEEEAT G
to

HE10

2

B4/01 /2006 B4/30/ 2006
to

b 2

Reguestivas
Invoice From
Remit To

CEFPARTMEMNT OF FINANCE & ADMINISTRATION
Dept. of Finance & Administration

Message to Customer(s)

Message

Thank you for your business!

Fosting parameters

Correspondence Z0e13
[TIndividual request
Frogram caontrol
Delete iffinished since g
Print control
Log to printer ascH @

Message (Optional): <60 alpha/numeric limit>
Our illustration uses <Thank you for your business!>

Correspondence (Required): <Z0013>

Individual request: <Leave Blank>

Delete if finished since (Optional): <Accept Default>

Log to printer (Required): <Network Printer>
Ouir illustration uses <ascX>.

&

<Execute>

150

NOteSA;)
Y/



' Chapter 3: Accounts Receivable
11 Essential Transactions

Understand Initial System Messages

Here we explain the system messages which may appear once you
execute ZF27.

<Enter> v after reading each message.

Information

v @

This message identifies 20,485 requests. Don’t panic! AASIS is telling
you these are the customer accounts that are eligible for account
statements regardless of BA.

Information

v @

This message appears if you restrict your selections to one customer
account.

When you finish reviewing the above (applicable) system messages,
another system message appears.

Correspondence reguests

20.485 carrespondence
requests were
selected

@ Would you like to issue the
request?

s | M || ¥  Cancel |

AASIS is telling you it has finished its search of customer accounts and
has found items matching your selection criteria.

20. <Yes>
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The Periodic Account Statements Log appears letting you know AASIS
has created a spool (print) request. This log defines:

» The spool request number

* The spool title

* The number of output pages set to print

Periodic Account Statements

Production Periodic Account Statements Time 14:31:53 Date |
Little Rock Log ZFKORKBO/TLLANGSTON Page

Overview of generated output reguests
CoCd Correspondence Spool no.Title Output pages

ARK Customer Statment-Business Area Z8013  YPCC ARK

|| Spool Spool Pages set

Number Title to print

21.Note the spool number.
You use the spool number as a selection next.
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Preview & Print Customer Account Statements

Beginning on the Periodic Account Statements Log screen, we show
you how to preview and print the defined customer statements.

System Help
Create Session

. . End Session
Periodic Acco

User Profile *
Senices 3
Utilities v
Production
Little Rock List r

. Semvices for Object
Overview of genera )
CoCd Correspondenc) My Objects .

Own Spool Requests

ARK  Customer ztat
Own Jobs

Short Message
Status...
Log off

<System>
<Own Spool Requests>

Qutput Controller: List of Spool Requests
S 0a a8 e @ . WarreEa R

B Spool no. |Type |Date Time |Status|Pages|Title
] 26466 04/25/2006| 1431 - 1 120013 YPCC ARK
1 26464 04/25/2006|13:.09 - 1 |Z8013 YPCC ARK

2 Spool requests displayed

The Output Controller: List of Spool Requests screen appears. This
screen contains the request you have created and could contain other
requests, as seen in our illustration.

Use this screen to select and preview the spool you want to print.

Output Controller: List of Spool Requests
S Dae & e a |14arne

Spool no. |Type|Date Time |Status|Pages|Title

] 26464 0472572006 13:09 = 1 |Z0@13

fvi 26468 E 04/25/2006( 14:31 = 1 |Z0@13

3. Select the appropriate “Spool no.”
Our illustration uses <26466>.
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Output Cont
Soo o

r: List of Spool Requests
&

R TR T

Spool no. |Type|Date Time |Status|Pages|Title
! 26466 04/25/2006(14:31 - 1 |ZBE13
1] 26464 04/25/2006(13:09 - 1 |ZBE13

hErS

4. <Eyeglasses>

The selected customer account statement(s) appear.

“Invoice From”

DEPARTMENT OF FINANCE & ADMINISTRATION
Office of Accounting
F.0.Box 1234

“Customer Billing” Address
and Statement Period

“Message”

All Open Items

et e

1234 Capitol Ave Account
Little Rock, AR 72203 Statement
(501)682-1000/Fax (501) 682-1001
Billing Address Information
1874 COURTHOUSE Customer Number 600000007
WASHINGTON AR 71862 Statement Date 04/27/2006
Our account with you
Acct Statement Period  04/20/2006
04/20/2006
Thank you for your business
Document Number Doc | Document Due Arrears On Amou
Text/Reference Type Date Date 0412712006
Account Activity from [
I
0412012006 to 04/20/2006 |
No postings in the account statement period.
Open items on 0412012006
0018233690/Acccounts Receivable 01 | 03/27/2006 | 0412612006 1 175.00
0018233691/Acccounts Receivable 01 | 04i03/2006 | 0410312007 NOT DUE 100.00
0018233692/Acccounts Receivable 01 | 04i03/2006 | 0312812008 NOT DUE 50.00
> | 0018233693/Acccounts Receivable 01 | 040312006 | 0510312006 NOT DUE 75.00
I~ | 0018233604/Acccounts Receivable 01 | 04/03r2006 | 0810312006 NOT DUE 75.00
0018233695/Acceounts Receivable 01 | 040412008 | 0810472008 NOT DUE 50.00
0018233696/Acccounts Receivable 01 | 04/04/2006 | 05/04/2006 NOT DUE 50.00
0018233697 /Acccounts Receivable 01 | 04/07/2006 | 05/07/2006 NOT DUE 75.00
0018233698/Acorns 01 | 041172006 | 051112006 NOT DUE 100.00
0014102001/Acorns 15 | 04i2012006 | 0412012006 7 100,00~
Balance 04/20/2006.
650.00
Items due on 04/27/2006.
75.00
R S
CURRENT OVERDUE 1-30 | OVERDUE 31-60 | OVERDUE 61-80 | OVERDUE
L 575.00 75.00 0.00 0.00 0.00

Remittance Address
DFA QUICK COPY

P.0. BOX 2485

LITTLE ROCK, AR 72203

When you finish previewing, you must return to the Output Controller

screen to print.

&

5. <Back>
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Output Controller: List of Spool Requests
G Da a8 | e @244 [ ME

Spool no. |Type|Date Time |Status|Pages|Title
! 26466 [ 04/25/2006(14:31 - 1 |ZBE13
1] 26464 [ 04/25/2006(13:09 - 1 |ZBE13

|

2 things happen next.

6. <Print>

= AASIS confirms the print command (system message)

= AASIS opens another print log session (minimized view) --
-both events appear at the bottom of your screen.

|@ Output requests created I

& output requests created

G-

Bl

[ @ mbox -Microsa... | 7 | MertMonitor-... | @ Curent ARIP.... | i ARIP Referenc.. ¥ 3SAPLogon .. -| i unttled-Pant | P SAPLPD.LOG - ...

Message dialog

=
7. <SAPLPD.LOG> T

This maximizes the new log session window. Use this log to determine
when the print job has finished running.

New session

FH SAPLPD.LOG - SAPLPD @|E|

[ SAPLPD.LOG - SAPLPD
File Protocol Options Debug Language Help

[9:47:18 AM] Icon DLL loaded.

[9:47:18 AM)

[9:47:16 AM) Network Communication via SAP-NiLib

[9:47:18 AM] Hostname: M510821

[9:47:15 AM) IP Address: 170.94.250.173

(9:47:18 AM] TRACE: Snclinit{): Initializing Secure Network Communication [SNC]
[9:47:18 AM] TRACE: PC with Windows NT [mt,ascii,SAP_UC}size_thoid* = 8/32/32]
[9:47:16 AM) TRACE: Snclnit{): Reading configuration from 'SAPLPD.INI".

(9:47:18 AM] TRACE: Snclinit{): Initializing Secure Network Communication [SNC]
[9:47:15 AM) TRACE: PC with Windows NT [mt,ascii,SAP_UC[size_thwoid* = 8/32/32]
(9:47:18 AM] TRACE: Sncinit]): Reading configuration from "WIN.INI'.

[9:47:18 AM)

[9:47:16 AM) SAPLPD Yersion 6.26 for Windows{NT [OPT] is listening

[9:47:18 AM] OS-Info: version = 5.1, build = 02600, text = Service Pack 2

[9:47:15 AM) Copyright @ 1992-2001 SAP AG

[9:47:26 AM) Receive job for printer _ DEFAULT [Berkeley LPD protocol f RFC1179)
(9:47:28 AM] send_status called
[9:47:26 AM) send_status called
(9:47:28 AM] send_status called
(9:47:28 AM) send_status called

STON queued.

finishe

8. <Close>
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Chapter 4: Research Tools

Accounts Receivable: The Basics of Customer Invoicing

Learning Objectives

» Practice creating custom report layouts
» Define uses for 2 AR reports
> Retrieve and research AASIS documents

Introduction
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(A

AASIS helps a diverse user audience retrieve relevant up to the minute
business information. Reflecting the status of all business activities
within its business modules, AASIS reports and other helpful
transactions support fiscal accountability for all State user agencies.

In this chapter, we tell you about 2 Accounts Receivable reporting tools
which will help you monitor your agency’s Receivables status. We start
out by explaining...

« Common reporting features.
» Defining the 2 reports and their functions.

* Providing step by step instruction for each report, including
available selection criteria.

After we tell you about these reports, we also show you how to use one
more transaction designed to help you research documents.

Understand Common Reporting Features

AASIS has eliminated the waiting game historically associated with
State fiscal reporting and corrective actions.

Now agency personnel at all levels of the organization can monitor
current business status not only from multiple perspectives but also in
“real time”.

AASIS reporting tools provide:
1. Summary level information for an entire agency

2. Summary level information by business module (Accounts
Receivable, Accounts Payable, Materials Management...)

3. Summary level information per master data categories (GL
Account, Customer Account, Fund....)

4. Detail level information by business module
5. Detail level information by document type

In addition to providing a wealth of financial data, most of the available
AR reports allow you to create customized layouts best suited to your
agency'’s specific business needs.

In this chapter, we provide an example of a customized layout by
showing you how to:

» Add and remove report fields
» Sort fields

» Save the new layout

» Retrieve the saved layout
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We strongly encourage you to use our examples to continue exploring

and learning about customized layout options. Doing this helps you
make the report fit your agency’s needs better!

Understand What Reports Offer

In chapter 3, we told you to use FBL5N---Customer Line Item Display
to perform routine customer account review and maintenance activities.
We specifically illustrated analyzing open items requiring manual
clearing.

In this chapter, we use FBL5N to illustrate the basic steps for
customizing report layouts.

Use ZCEV---Customer Evaluation when you want to view all account
activity by reason code and/or if you want to view aging summaries
broken down by reason code.

ZCEV groups selected customer data based on reason code and then
provides summary data using the following categories:

* Beginning Balances

* New Charges

* Receipts (Payments)

* Adjustments

* Abatements

* Ending Balances

As we mentioned earlier in Chapter 3, reason codes (used when
creating invoices and/or credit memos) provide additional breakdowns
of revenue reporting for an agency. ZCEV is the tool that makes this
possible.

ZCEV is also the only AR report with a layout you can’t change or
customize.

Use ZFIN---GL Report With Customer Data when you want to view
revenue information with corresponding customer information.

ZFIN is the ONLY report in AASIS which combines general ledger and
customer account information in one report.

Use FB03---Display Document to view entire lists of document types.
You can also use this transaction to view documents containing check
numbers in the reference field. Traditionally not viewed as a report,
FBO03 remains a useful research tool and is included here because of
this.
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FBL5N---Customizing Report Layout Features

We've already mentioned FBL5N allows you to view all customer
account activity---whether you entered the data or not. In other words,
FBL5N provides access to the customer details contained in the
accounts receivable subsidiary ledger.

This transaction IS your best friend because you can use the selection
criteria and personal report layouts to tell you things like:

= Type of open and/or cleared items per account

= Creation dates of all selected items

= Age of all selected items

= Date payments were recorded in AASIS

= Check numbers contained in the reference field of the payment

(DZ) document.

In Chapter 3, we show you how to execute FBL5N. We also show you
how to open the original document to view the document details

In this chapter, we use FBL5N to show you the layout options which are
available to you.

Note: To view some of the items listed above, use the appropriate
selection criteria and then customize your layout with a specific purpose
in mind.

For example, to see the check numbers contained in the reference field
of payment documents:

= Choose “All Items” (with a specified date range)
= Execute the report
= Customize the layout to include the reference field

While we show you a couple of basic layout options, our examples here
are not exhaustive.

We strongly encourage you to use the information we provide here to
keep identifying report selection criteria and layout options best suited
to your business needs.
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Execute FBL5N
Use FBL5N to display customer open items.

Menu Edit Favorit

1. Type “"FBL5N"” in the Transaction Command field.
&

2. <Enter>
The Customer Line Item Display screen appears.

Customer Line Item Display
B & = Data Sources

Customer selection
Customer account Eﬂ to 5
Company code ARE to =3

Selection using search help
Search help ID
Search string
& Gearch help

Line itern selection
Status
8 Openitems
Open at key date 01/22/2809

Cleared items
Clearing date to =
Open at key date

All items
Posting date to e

Tipe
v|Marmal items
Special GiL transactions
MNoted items
Parked items
Wendor items

List Output
Layout
Mayximurn number of items

Do you remember the basic selection criteria?
If you said:

- Company Code

- Business Area

- Open Items (with current date)

You are correct! AASIS uses the Business Area to identify the open
items for all relevant accounts (600000000-998999999).
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Customer L'fltem Display
(el =| Data Sources
[ R Assighment =3
< [ Custamer master Diocurment Humber =
Industry Fosting Date =
Created on Diocument Date =
Created by Currency =
Graup key Document Type =
] A t
CCDCUDnLan EL Posting Key o
Central delivery block Business Area Lol 0
[2) Central deletion flag - Amountin LC =
Customer selection
Customer account to =
Company code ARK to o
Selection using search help
Search help 1D
Search string
5 Search help
Line item selection
Status
@ Open iterms
Open at key date BSJBB!2BBB|EF
Cleared items
Clearing date to =

Enter the selection criteria and execute the report.

3.
4.

<Dynamic Selections> =

Dynamic Selections--Business Area (Required):
<H#HH#H#>

Our illustration uses <0610>.
Company code (Required): <ARK>
Open Items (Optional): Confirm selection/current date

<Execute> @?
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Using the standard layout, the report displays.

Customer Line Item Display
1[I el [2) (282 | 53 e (@ | ||| &) (=) | 1B ] | ' s Pl P | BB Solections || 0 Dispute Case
Customer 600086153
ARK
Name PULASKI COUNTY SPECIAL SCHOOLS
City LITTLE ROGK
St [Mssignment Documento| Typ |Dac. Date (S DD‘ At in Toc.cur. |LOurr|Glrng doc. |Text
] B[ 15258458 18258458 DR |07/07/2006 383.78 (USD Sale of Surplus Property
(1 @|18262413 18262413 |DR |07/24/2006 16.75 |USD Sale of Surplus Property
(1 @|18266056 18266056 |DR |08/08/2006( |0 155.88 | USD Sale of Surplus Property
1 B[ 18266057 18266057 DR | 08/08/2006 ! 21.58 |UsD Sale of Surplus Property
| 571.91 |USD
** Account GOO0BE153 571.91 |USD
Customer 608085217
ARK
Nane QUITHAN SCHODL DISTRICT
City QUITHAN
St [Mssignment DocunmentNo|Typ |Doc. Date |S|D0|  Amt in loc.cur.|LCurr|Glrng doc. |Text
] ®|18233613 18233613 |DR |02/09/2006 1,500.00 |USD Sale of Surplus Property
] m@|18261944 18261944 |DR |07/11/2006 26.88 | USD Sale of Surplus Property
| 1,526.88 |USD
** fccount 600008217 1,526.88 |USD
Cugtomer 600089302
ARK
Nane South Side Bee Branch
City Bee Branch
St(Assionment Documentlo| Typ Doc. Date (5 DD‘ Amt in Toc.cur.|LCure|Clrng doc. |Text
(1 @|18258454 18258454 |DR |07/06/2006 440.75 | USD Sale of Surplus Property
1 B[ 18258455 18258455 DR |07/06/2006 188.13 |USD Sale of Surplus Property
(1 @|18258457 18258457 |DR |07/06/2006 26.88 |USD Sale of Surplus Property
(1 @|18262848 18262848 (DR |08/02/2006( |<E 53.75 |USD Sale of Surplus Property
@ ‘ 7089.51 |USD
I

The following fields make up the standard layout:

- Customer Accounts containing open items up to the current
date/time

Status Symbol
Assignment Number
Document Number
Document Type
Document Date

Special GL Indicator

Due Date Symbol
Amount in Local Currency
Local Currency

Clearing Document Number
Text

Totals

N2 2 N N N N 2
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Change Report Layout: Add and Remove Fields
Let’'s remove these fields:

- Cleared/open items symbol

- Special G/L Ind

- Local Currency

- Clearing Document
In addition, let’s add these fields:

- Due Date

- Arrears

Note: You can utilize the steps we illustrate next in almost all of the
AASIS reporting tools. Again, we strongly encourage you to continue
using the layout functions in different combinations with different
reports; don’t stop until you find something that works best for you.

In steps 1-13 below, complete the following actions:

Enwironment Settings

List Edit Goto Exras

& ]
Customer Line ftem Display ﬁ?,
4] (el 2 2 |2 | |59 (= | 8| & Helw |2 %A% o
Customer BANAOTAZT |Change|a\;uut... (CtrI+F8)|
ARE
Cugtomer GOO0ag153
ARK
Wame PULASKI COUNTY SPECIAL SCHOOLS
City LITTLE ROCK [ ]
St | Assignment Documentho| Typ|Doc. .Date | 5|00 Amt in loc.cur.|LCurr| Gl
] B | 13253458 18268458 |DR [@7/O7/2006 383.78 [UsD
1 B |15262413 18262413 |DR |@7/24/2006 E3 10.75 [UsD
1 B | 153266056 18266056 (DR (02/08/2006| | 155.88 [USD
] B | 15266057 18266057 |DR |08/08/2006| | 21,868 [USD
- ] 571.91 (UsD
** hoccount BOAOES153 871.91 |USD
1. <Change Layout> B
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The Change Layout window appears. Use this window to remove (hide)

fields and to add (hidden) fields.

Currently displayed fields

]

el | Linez | Line3 |

Fields you can add to the
report display

No%e/s/é

_’
Line 1 Hidden fields
| Calumn content Fos. |Len... D Cal. content Lngth u
| Clearedfopen iterns symkb 1 2 IZ| Asset 12 IZ|
| lacsinpment 2 18 [ Asset Subnumber 4 []
R mov her 3 10 —| | Order 12 __|
e oves 4 K} » Clearing date 10
displayed field/s p [||_IPasting Key 2
i 1 Doc.status 1 = =
- _ Adds hidden field/s
MNet due date symbol 7 2 < e
Amount in local currency (2 18 « Company Code 4
Lacal Currency 9 5 \ Line itern 3
Clearing Document 1|8 (10 aluated amount 18
Text 11 5@ E‘ aluated amtloc.curr2 |18
=] aluated amtloc. curr. 3 (18 sorts andlor
searches the
o e v} h | - - -
{Cifia wadir 146 alﬁ'liﬁ]lh‘j\l hidden fields list.
List width 146
o Copy |l B = X

About the Change Layout Window

= The left side lists the fields currently displayed in the report

layout.

= The right side lists the hidden fields you can add to this report

layout.

= The sort buttons (bottom right) allow you to sort the hidden field
list OR use the find buttons to search for specific fields.

= The single arrow buttons (center) allow you to add or hide

(remove) a field.

» The double arrow buttons allow you to add or hide ALL of the

fields.
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Using the list from page 164, we are now ready to remove and add

fields. We'll start by removing the fields we don’t need.

Change Layout: Standard local currency

Line1 | Line2 | Line3 |

Ling 1 Hidden fields
Column content Pos. |Len... D Col. content Lngth u
Cleared/open items symbo|l 2 |Z| Mscet 13 E‘
Mesignment 2 1B E Weset Subnumhber 4 E‘
Document Mumber 3 e Order 12
Document type 4 c} » Clearing date 10
Docurment Date 5 na i Fosting Key 2
Special G/Lind. G il e |Doc.status il
et due date symbol 7 2 Hidg selected fields 10
Arnountin local currency |3 na = Company Code 4
Local Currency tel 5 Line itern 3
Cleating Docurnent 10 e aluated amount 18
Text 11 BB [=] aluated amt loc.curr.2 18 [a]
] aluated amt loc. curr. 3 18 [~
Line width 146 G
Listwidth 146

o copy 1 K I

®

2. Line 1---Click (select) lines you want to remove.

Ouir illustration selects:

3. <Hide Selected fields>

4. <Enter>
The Customer Line Item Display screen appears, allowing you to review

= (Cleared/open items symbol
=  Special G/L Ind
= Local Currency
= Clearing Document.

¥ Copy

the changes you made.

4

Customer Line item Display
R RN RCE

|REE | Fa e EeE 22 B sk

Customer BOOOATAZT
BRE
Customer GOOOOE153
BRK
Wame PULASKI COUNWTY SPECIAL SCHOOLS
City . , LITTLE ROCK
Assionment DocumentMo| Typ| Doc. .Date |DD Amt in Toc.cur. |Text
m 18258458 18258458 DR |67 /0772006 B3 383.78 |Sale of Surplus Property
| 18262413 18262413 DR | 6772472006 B3 10.75 |5ale of Surplus Property
| 18266056 18266056 DR | B8/08/2006 q!ﬂ_' 155.88 |Sale of Surplus Property
[ 18266057 18266057 |DR | BB/08/2006 (¢ 21.508 |Sale of Surplus Property
- | 571.91
** Account BO00OS153 571.91
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Now it's time to add the new fields.

Customer Line item Display g
W< sell2)[E |2 | 8l @3 | [ &) | B = | (2 P ) | 0 serect
Customer GROOEATAZY
BRE
Customer GOOOOE153
BRK
Wame PULASKI COUNWTY SPECIAL SCHOOLS
City LITTLE ROCK
Assionment DocumentMo| Typ| Doc. .Date |DD Amt in Toc.cur. |Text
m 18258458 18258458 DR |67 /0772006 B3 383.78 |Sale of Surplus Property
| 18262413 18262413 DR | 6772472006 B3 10.75 |5ale of Surplus Property
| 18266056 18266056 DR | B8/08/2006 q!ﬂ_' 155.88 |Sale of Surplus Property
L] 18266057 18266057 |DR | BB/08/2006 (¢ 21.50 |Sale of Surplus Property
- | 571.91
** Account BO00OS153 571.91

5. <Change Layout> B .

The Change Layout window appears.

Line1 | Line2 | Lined |

Line 1 Hidden fields
| |column content Fos. |Leng. | 3B |_:| | |cal content Lrgth |_|
| as it 1 18 [] | laccount 10 [=]
| |posument Mumber 2 |18 E‘ | |account type 5 @
| |pocumenttrpe [ | laccts rble pled.ind. 10 |
| Document Date 4 (L B » | Amount in doc. curr. 18
| Met due date symbol 5 2 ﬂ | Arnount in loc.curr? 18
| Armount in local currency |5 18 | Amtin loc.curr, 2 18
| Text 7 50 4 | Amtin payment currency (16
| g | Arrears after net due date B
| | Alrears far discount 1 1]
| | |asset 12
| [=] | laszet Subnumber 4 B
| E| *Baseline payment dte 10 E|
Line width 124 C

Ligtwidth 124

o Copy || K| Bn R

6. <Sort In Ascending Order>
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Change Layout Standard local curreney

Line1 | Linez | Lines |

This alphabetizes the hidden field list. By adding one field at a time, you
can determine where you want the new field to appear.

Line 1 | Hidden fields N\
Column content Fos. Len... D Cal. content Lnath L
Assignment 1 18 |Z| Account type: a |Z|
Doacument Number 2 10 E‘ Accts rble pled.ind. 10 E‘
Docurnent type 3 3 Arnount in doc. curr. 18 |
Cocument Date 4 e B » Amaunt in lac.curr.2 18
et due date symbol 5 2 i Amtin loc.curr. 3 18
Lmount in local currency |6 18 Amtin payment currency 16
Text 7 50 4 Arrears after net due date |6
i Arrears for discount 1 6
Asset 12
Azset Subnumber 4
E‘ Baseline pavrnentdte |10 E‘
[=] BilliExchange Usage 5 -
Line width 124 B
Listwidth 124

o Copy &) ¥ I X

ayout Standard [ocal currency

Line1 | Line2 | Line3 |

Line 1 ] Hidden fields
Column content Fos. [Len... D |
Assignment 1 ] [«]
Document Mumber 2 e E‘ rder hd
Docurment type 3 i} Payrment block K}
Document Date 4 e | » Fayment date 10
Met due date symbal 5 2 i Payment method 2
Wmountin local currency |G e ] FPayrment order 10
Text i B z’ Fayment reference 30 1
Payment sent v B
‘rs.‘how selected fields ) 4
Flant 4
E Prant card line item 3 E
[+] Pmnt currency 5 [=]
Line width 124 B &S
List width 124

o copy |G M = X

7. Hidden Fields---<Net Due Date>

You can use the search function or scroll down the list to the “N’s” to
make this selection.
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8. Displayed Fields---<Amount in local currency>

The hidden field inserts above the selected line, in this example we are
inserting “Net due date” above “Amount in local currency.”
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Line1 | Line2 | Linea |
Line 1 | Hidden fields
Colurn content Pos. |Len... D |0l content Lngth u
Assignment 1 e IZ| het due date! ) Iz‘
C'ocument Murnber ] Crder 12 [x]
Document type 3 3 Payment block 3
Document Date 4 na Payment date o
Met due date symbol 5 2 % Fayment method 2
Amount in local currency |6 e Payment order )
Text CA 1] 4 Payment reference 30
Fayment sent 2
Show selected fields} 4
Flant 4
E Pmnt card line item ] IE‘
[+] Pront currency 5 [+]
Line width 124
List width 124
o Copy &) ¥ B R

4

9. <Show Selected Field>

This moves the hidden field and inserts it above the selected field on
the display (left) side.

¥ Copy

10. <Enter>

Once again, you can review your changes on the Customer Line Item
Display screen.

Customer Line ltem Display
M4 2 B ol @@ | R | B (S5 P m | B selections Disp
Customer GOREOTA2T
ARK
Name Montgomery County Court
City Hount Ida
Customer GOOEO8153
ARK
Hame PULASKI COUNTY SPECIAL SCHOOLS
City LITTLE ROCK
hssignment DocumentNao| Typ|Doc. .Date |DD|Net due dt Amt in Toc.cur.|Text
o 18258458 18258458 |DR |O7/07/2006|[EY 08/06/ 2006 383.78 [Sale of Surplus Property
] 18262413 18262413 | DR | 07/24/2006| [EY) U8/23/2006 10.75 |Sale of Surplus Property
] 18266056 18266056 |DR | B8/08/2006 q!*{ 09/067 /2006 155.88 [Sale of Surplus Property
] 18266057 18266057 (DR | B8/08/2006 |l 09/07 /2006 21.50 |Sale of Surplus Property
- | 571.91
** Account GOOEOS153 571.91
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In the illustration below, we followed steps 4-9 on pages 167-170 and
added the “Arrears after net due date” field just before “Amount in local

currency.”

Customer GEOEOETE3

Wame PULASKI COUWTY SPECIAL SCHOOLS

City LITTLE ROCK

Lssignment Documentho| Typ| Doc. .Date |[DD|Met due dt|Arrear Amt in Toc.cur. |Text

i 18266736 18266736 [DR | 08/22/2006 o9/21/2006( 151 96.75 |5ale of
] 18266737 18266737 |DR |08/22/2006 oas21i2006 151 280.25 |5ale off
| 18267565 18267565 [DR | 09/07/2006 100072006 135 215.00 |5ale off
] 18267566 18267566 DR | 09/Q7/2006 100072006 135 382,38 |5ale off
] 18267669 18267669 DR | 09/13/2006 1001302006 1249 1,022 33 |5ale of
E 18267937 18267937 |[DR | 09/14/2006 1001402006 128 21 .80 |5ale of

By keeping the Due Date Status symbol, you can quickly see which
items are past due. Combine the symbol with the positive numbers in
the “Arrears after net due” and you can quickly see how many days the
item has been overdue.

Sort Fields

You can further define a layout by using the sort icons. More
specifically, we want to see payment documents (DZ) created prior to
the current date.

Customer Line tem Display

[« ][] o 2 |28 2 | |5l |2 | |8 || | B =] | | =2 (3 [P | | | [E setectin
Due date: Overdue L Due <@ Not due
Customer GOOEEAEOZ
ARE

Wame 01 Communications of Arkansas, LLC
C1t! SACRAMENTO

sssignment I Documentio| Typ| Doc. . Date (DD|Net due dt|Arrear Amt in Joc.cur. |Text
] 18266217 18266217 DR |@3/258/2006 | 09/27/ 2006 2- 1.08 |Misc Fi
] 18266218 18266218 |DR |A8/28/2006 99!27!2995 2- 2.00

a 3.00

** bhocount GEEOOOOOZ 3.00

1. Click a column header (field) you want to sort.

2. <Sort Descending>

Our illustration uses <Assignment>.

o)
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The report layout changes and lists all documents sorted by the
assignment number.

Customer Line Item Display

AP E O aD| ¥a e EaEs 35 | (B[ setectia
Due date: Overdue £y Due <@ Mot due

Customer *

ARK
Name *
City . *
bhasignment Documentho| Typ| Doc. .Date |DD|Wet due dt|irrear imt in loc.cur. [Text

1 24419 18002380 |DR [02/26/2001 03/28/2001 2,007 200.00 (Agency Acd
[] 24005 18002234 |DR (10841872000 114174200002 ,138 5,000.00 [Agency Acd
] 23931 18001858 |DR [B09/27/2000 18/27/2000(2,158 4,500.00 [Agency Acd
[] 23925 18001857 |DR [B9/27/2000 18427420002 ,158 2,200.00 [Agency Acd
[ 23443 18001818 |DR [05/24/2000 06/23/2000(2, 285 3,500.00 [Agency Acd
[] 18266218 18266218 |DR | DB8/28/2006 09427 /2006 2- 2.00

[] 18266217 18266217 |DR [08/28/2006 09/27 /2006 Bo 1.80 |Misc Fire
[] 18266211 18266211 | DR [08/11/2006 09/10/2006 15 6.00 |Marketing
[] 18266134 18266134 |DR [08/10/2006 09/09/2006 16 107.50 (Sale of &
[] 18266133 18266133 |DR [08/10/2006 09/09/2006 16 118.25 [Sale of S
[] 18266131 18266131 |DR [08/10/2006 09/09/2006 16 50.28 [Marketing
[] 18266130 18266130 |DR [08/10/2006 09/09/2006 16 30.00 [Marketing
[] 18266129 18266128 |DR [08/10/2006 09/09/2006 16 15.00 (Marketing
[] 18266128 18266128 |DR [08/10/2006 09/09/2006 16 15.00 [Marketing
[] 18266127 18266127 |DR [08/10/2006 09/09/2006 16 15.00 (Marketing
[] 18266126 18266126 |DR [08/10/2006 09/09/2006 16 15.00 [Marketing
[] 18266125 18266125 |DR [08/10/2006 09/09/2006 16 345.00 (Sale of S
[] 18266124 18266124 |DR [08/08/2006 09/08/2006 17 446.13 [Sale of 5
[] 18266111 18266111 |DR [08/10/2006 09/09/2006 16 20.00 [INTER-AGE
[] 18266110 18266110 |DR [08/10/2006 09/09/2006 16 40.00 [INTER-AGE
[] 18266109 18266108 |DR [08/10/2006 09/09/2006 16 20.00 [INTER-AGE
[] 18266108 18266108 |DR [08/10/2006 09/09/2006 16 20.00 [IWTER-AGE
[] 18266107 18266107 |DR [08/10/2006 09/09/2006 16 20.00 [INTER-AGE
[] 18266105 18266105 |DR [08/10/2006 09/09/2006 16 20.00 [IWTER-AGE
[] 18266104 18266104 |DR [08/10/2006 09/09/2006 16 40.00 [INTER-AGE

Notice the customer information no longer displays. You can add the

customer account number by following the steps 4-9 on pages 167-170.

Customer Line ftem Display
R = = e A = | B[ selection
Due date: Overdue £y Due <@ Mot due
Customer *
ARK
Hame *
oy M :
hocount bssignment Documentho|Typ|Doc. .Date |DD|Net due dt|Arrear imt in Toc.cur.
[] oazpfioa1 |24414 18002380 DR [02/26/2001 03/28/2001|2,007 200. 00
[] GoopEz104 |24005 18002234 (DR [10/18/26000 11417/2000] 2,138 5,000. 00
[] BRAAAS3G4 [23931 180081859 DR [09/27 /20008 16/27/2000(2 159 4,500.00
[] GOORES3ET |23925 18081857 (DR [09/27/2000 10/27/2000] 2,159 2,200.00
[] 992016000 |23443 180081819 (DR [05/24/2000 O6/23/2000] 2,285 3,500.00
[] 6o0RE0ARZ |1B266218 18266218 (DR |08/28/2006(¢Elf09/27/ 2006 2- 2.00
[] 6o0AE0ARZ |1B266217 18266217 (DR |08/28/2006(¢E(09/27 /2006 2- 1.008
[] oasp48000 |18266211 18266211 DR |B8/11/2006 09/10/2006 15 6.00
[] GO0A15525 |1B266134 18266134 (DR [08/10/2006 09/69/2006 16 107.50
[] 99869300 (18266133 18266133 DR [BB/168/2006 09/09/ 2006 16 118.25
[] 992069300 |18266131 18266131 DR |08/108/2006 09/69/2006 16 5028
[] 992030060 | 18266130 18266130 (DR [08/10/2006 09/69/2006 16 30.00
[] 9azpa1100 | 18266124 18266129 (DR [08/10/2006 09/69/2006 16 15.00
[] 992pa0000 | 18266128 18266128 (DR [08/10/2006 09/69/2006 16 15.00
[] 9asp3z000 |18266127 18266127 (DR [08/10/2006 09/69/2006 16 15.00
[] 992041000 |1B8266126 18266126 (DR [08/10/2006 09/69/2006 16 15.00
[] 998015007 [18266125 18266125 DR [BB/168/2006 09/09/ 2006 16 345 .00
[] 992016700 |18266124 18266124 (DR [08/09/2006 09/68/2006 17 446.13
[] 992015009 | 18266111 18266111 DR |08/108/2006 09/69/2006 16 20.00
[] 9aspogpon 18266110 18266110 (DR [08/10/2006 09/69/2006 16 40.00
[] 998023600 |18266104 18266109 (DR [08/10/2006 09/69/2006 16 20.00
[] 998038500 | 18266108 18266108 (DR [08/10/2006 09/69/2006 16 20.00
[] 9azp4z000 |18266107 18266107 (DR [08/10/2006 09/69/2006 16 20.00
[ oogp4zonn (18256108 1ozae108 DR _{oas 102006 0O/00/ 2006 16 20 00
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Save New Layouts
You like this layout and want to save it for future use.

Use the steps we illustrate here with any report containing the layout
functions.

Customer Line Item Display
O sed2 &0 REE a8 35 | W[ setection
Due date: Overdue £y Due <@ Mot due
Customer *
ARK
Hame *
City
Lococount Lssignment Documentho|Typ|Doc. Date |DD|WNet due dt|Arrear Aimt in loc cur
[] g9s0fiont |24419 18002380 (DR |02/26/2001 03/28/2001( 2,007 200. 00
[] 6ROOR2104 |24005 18002234 |DR |10/18/2000 11417/2000( 2,138 5,000,080
[] 6RO0RG3GE4 |23931 180081859 |DR |B9/27/2000 10/27/2000( 2,159 4 500,00
_; GOBOO5357 | 23925 180081857 |DR |B9/27/2000 10/27/2000( 2,159 2,200,080
1. <Save Layout>

The Layout Save as dialog box appears. Use this dialog window to
name your (User-specific) layout.

Layout: Save as...

Layout TrgDemo [v| User-specific

Description Layout Demonstration

Subohjects
[w] Sort criteria

o Save X

2. Layout(Required): <12 Alpha/numeric limit>
Our illustration uses <TrgDemo>.

Use this field to name your layout.

3. <User Specific> [(4Userspeif|
4. Type a description in the Description field.

Our illustration uses <Layout Demonstration>
Use this field to describe the purpose of the layout.

W Save

5. <Save>

A system message appears at the bottom of the Customer Line Item
Display screen telling you AASIS saved the layout.

(&3 Layout saved
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Use Custom Layouts

Execute the FBL5N and follow these steps.

Customer Line item Display
W[l (B2 | |2 E = | (2 & F | e (| | (2 [3 P R | [B][E selectons || Dispute case

Customer BOAOATOZT Select layout. . (CHrl+F9)
ARE
Name Montgomery County Court
Customer BOBOEE163
ARE
Wame PULASKI COUNTY SPECIAL SCHOOLS
City LITTLE ROCK
5t | Assignment Documentho | Typ|Doc. Date (& DD| Amt in Tloc.cur. [LGurr|Clrng doc. (Text
] B | 18258453 18268458 |DR |B7/B7/2006 383.78 |USD Sale of Surplus Property
] B | 159262413 18262413 |DR [07/24/2006 10.75 |USD Sale of Surplus Property
1 B | 19266056 18266056 |DR [08/08/2006 f 155.88 |USD Sale of Surplus Property
1 B | 18266057 18266057 |DR | BB/B8/ 2006 1] 21 .50 |UsSD Sale of Surplus Property
a 571.91 |USD
** Keocount GOEOOETS3 671.91 |USD

o

1. <Select Layout>

The Choose Layout selections appear. Scroll until you see your layout
name in the left column of the dialog box.

[]
Layout Layout descriptiaon = Zg| B = E‘
#MP1 Report with Sccount Wumber o o
{0K CP AGING| Quick Copy Aging o | o | o
{OKECOPY 862 | Aging Summary for DFA Quick Copy o o
{OUICKCOPY | AR Open Items w/ BA, Due Date, Clearing |of of| o
{RCODE Report with fSccount Wumber o | o
{RECONCILE MOWTHLY RECOWCILIATION o
{REFERENCE | AR with Reference field o o
fECUST_BIZA | Account_BIZR o o
154P Standard local currency o | o
154P-C Clearing data o o -
154P-D Dunning data o w
15AP-DDMET Standard local currency o
15AP-FC Standard foreign currency o |
154P-INET1 Internet serwice open items o
15AP-INETZ Internet serwice cleared items o
15AP-INET2 Internet service sales volume o
154P-LG Customer local currency w| o
154P-P Terms of payment o w
154P-RE Standard Real Estate account assionment |of| o
GAGTHG Standard local currency o | o | |
TRGDEMD Layout Demonstration o o E‘
[]
¢ copy @& & T EE EHEH X

2. Double click (select) layout line.
Our illustration uses “TRGDEMO---Layout Demonstration.
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The Customer Line Item Display screen appears, displaying the “Layout
Demonstration” layout.

Customer Line item Display
4 e gBloeaamE Bad | HeE w25 | [EH|[ 6 setections Dispute Case
Due date: Overdue &y Due <@ Not due
Custamer *
BRK
Name *
City - '
Account Assignment DocumentMo|Typ (Doc. .Date DD|Net due dt|Arrear Amt in Toc.cur. |Text
[ 998071001 (24419 18002380 DR [02/26/2001 | [Eg(03/28/2001| 2,007 200.00 |Agency Accounts Recs
[] GBOB02184 (24885 18002234 DR [10/18/2088([EF(11/17/2000|2,138 5,000.80 |Agency Accounts Recd
(] GooE05364 |23931 18001859 |OR [09/27/2000|[Eg(10/27/2000|2,158 4,500.00 |Agency Accounts Recd
(] 680805357 (23925 18001857 DR [88/27/2008 [Eg(10/27/2000)2,158 2,200.00 |Agency Accounts Recd
[] 998016000 (23443 18001819 |DR [05/24/2000 Eg(06/23/2000| 2,285 3,500.00 |Agency Accounts Recd
[] 6BOBO00BZ |18266218 18266218 DR |08/28/2006| G| 09/27 /2006 2- 2.00
(] 6E0000002 |18266217 18266217 DR |08/28/2006|cE|09/27 /2006 2- 1.00 |Misc Fire Equipment
[| 998048000 |18266211 18266211 DR [08/11/2006( EJ(08/10/2006) 15 6.00 |Marketing and Redist
[] 600015525 |18266134 18266134 DR [0B/10/2006|[Eg(00/09/2006) 16 187.50 |Gale of Surplus Pro
[] 998869300 |18266133 18266133 |DR |08/10/2006| [Eg(0s/09/2006) 16 118.25 |Sale of Surplus Pro
] 998069300 18266131 18266131 |DR [08/10/2006| [EF(08/09/2086) 16 50.28 |Marketing and Redist
= i i i I LD i r-r-91 i o il

We end this section with the same encouragement that started it.

While we have shown how to make a few basic layout changes, our
examples here are not exhaustive.

We strongly encourage you to use the information contained in this
chapter (and in our appendix) to keep working with report selections
and layout options until you create something best suited to your
business needs.
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ZCEV—Customer Evaluation Report
Use ZCEV when you want to:
= View all account activity by reason code
= View aging summaries broken down by reason code

Key Points

= Uses the reason code you enter when creating invoices and/or
credit memos to provide additional breakdowns of revenue
reporting

»= Provides summary financial activity for a specified period

= Provides aging breakdowns per reason code category

= Provides drill down capability to document detail

= Uses one report layout which cannot be customized
Field Definitions

Menu  Edit  Faworit

&% | zcev El

1. Type “ZCEV"” in the Transaction Command field

2. <Enter> g

The Customer Evaluation Report screen appears. Use this screen to
define the report selection criteria.

Program Edit Goto  System

Help
2 OH @@ BEE DDa8 BE
Customer Evaluation Report

D &

Selection Criteria for Customer Evaluation

Company Code LRE @ to E
Period beginfend dates [ ta
Aging Date 0372812007

Business Area 4 o
Custormer & to

Drill Down Selection Criteria at Customer Wiew

Dizplay Doc. Numhbers @
Display Cust. Report
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Brogram Edit Goto System  Help

V] 2 AH SE@ BEE DDa8 BE
Customer Evaluation Report

® @&

Selection Criteria for Customer Evaluation

Company Code LRE @ to E
Period beginfend dates [ ta
Aging Date 0372812007

Business Area 4 o
Custarner [E ta

Drill Down Selection Criteria at Customer Wiew

Dizplay Doc. Numhbers @
Display Cust. Report

About the Customer Evaluation Report Screen

Selection Criteria for Customer Evaluation---use this section to define
the parameters for the reporting information.

Company Code ---defines the highest level business entity “ARK”.
Accept this default. This is a required field.

Period begin/end dates ---restricts the report to specific date
ranges, normally the current reporting month. This is a required
field.

Aging Date ---defines the age “as of” date. Even though this field
defaults to the current date, you may change the date to coincide
with the end date of the specified period (above). This is a
required field.

Business Area ---defines the billing agency. This is a required
field.

Customer ---restricts the report to the customer account(s) you
want to review. You may use one account number, multiple
account numbers or to view all customer activity for your agency,
use this range 600000000---998999999. This is a required field.

Drill Down Selection Criteria At Customer View---defines the type of
information you can view when drilling down into the report.

Display Document Numbers--- allows drill down capability to the
original customer document. ALWAY'S accept the default
selection.

Display Customer Report--- DO NOT USE.

179

Not(e/s/é



' Chapter 4: Accounts Receivable Note/<°
Research Tools /A

Define Report Selections

Beginning at the Customer Evaluation Report screen, we illustrate how
to make basic report selections.

& BABICaR BEE DD AO8

Customer Evaluation Report
& &

| Selection Criteria for Customer Evaluation

Company Code BRK to

Feriod heginfend dates 0a8/81/ 2006 to 08/ 31 2006
Anging Date 0as31/12006

Business Area Q&1a to

Custamer afelelzleneieTale] ta 9959999949

Cirill Dowyn Selection Criteria at Customer Yiew

Display Doc. Numbers L H

Display Cust. Repart

1. Company Code (Required): <ARK>
2. Period begin/end dates (Required): <##/## [#HH#HH#>
Our illustration uses <08/01/2006> to <08/31/2006>.
3. Aging Date (Required): <##/##[/HH#HH#>
Our illustration uses <08/31/2006>.
4. Business Area (Required): <####>
Our illustration uses <0610>.
5. Customer (Required): <##H#HH#HHHEHHE>
Our illustration uses <600000000>to0 <998999999>.
This selection tells AASIS to search all customer accounts.
6. Display Doc. Numbers (Required): Accept default

7. <Execute> @
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The Customer Evaluation Report findings display. Use this screen to
review account activity and aging by reason code.

=

Customer Evaluation Report

Report Name

: ZFIGLRADA1_GUSTOMER_EVAL

Accounts Receivahle
Customer Evaluation Repart

Account
Activity

Report Ran By: TLLANGSTON For Feriod  08/81/2086 4
RCode| Reason Description Bey. Balance New Charges Receipts Adjustments Abatenents End. Balance M
75.00 0.08 0.00 0.08 0.08 75.00
091 | Acccounts RecBivable 19,845.75 0.60 0.00 0.00 0.60 19,845.75
008 | M & R Sales 2,665.30 15,582.57 17,463.77- 228.94- 0.08 555.16
601 | Sale of Surplus Prop 22,845.76 161,681.38 179,433.01- 0.08 0.00 25,084.13
610 | DFA Quick Copy Gales 1,420.77 13,580.03 7,111 .52- 0.08 0.08 7.,889.28
14T | INTER-AGCY TRNG FEE 2,175.00 5,185.00 5,260.00- 0.08 0.00 2,080.00
RET | Returned Checks 4,676.27 0.00 0.00 0.00 0.00 4,678.27
Total for @618 53,785.85 216,628.98 209,288.30- 228.94- 0.60 60,217.59
— ramimieta m— — e w705 | w10 GGGt s GePCC dies o GGt s o O Siew om0 bl e —

Note/<‘3

Report Name : ZFIGLROGET_CUSTOMER_E

VAL

Accounts Receivable
Customer Evaluation Report

Report Ran By: TLLANGSTON For Period  08/01/2006 - 08/31/2006
RCode| Reason Description Gurrent 31 to 6O Days 61 to 80 Days 91 to 1 Year 1 to 2 Vears 2 to 3 Years Over 3 Year:
.00 .09 .08 .00 75.00 .08 .90 /

881 | Acccounts Receivahle .00 30.88- .08 .00 .06 .08 19,865.75

008 | M & R Sales 519.16 30.08 .08 .00 0.08 6.08 .90

601 | Sale of Surplus Prop 22 ,960.88 1,487.84 .08 .00 0.08 5.08- 650.41

610 | DFA Quick Copy Sales 7,986 51 .00 167 .80- .00 10.57 .08 .90

1AT | INTER-AGGY TRNG FEE 1,470.08 48000 .08 60.00 0.08 15.08 55.80

RET | Returned Checks .00 364.98 .00 3,881.25 132,04 .00 .90
Total for G616 32,036.55 2,342.82 167.80- 3,041.25 517,61 16.08 28,571 .16
Grand Total 32,936.55 2,342 .82 167.80- 3,841.25 517.61 16.00 20,571.16

= Account activity, by reason code, displays at the top of the

About the Customer Evaluation Report Findings

screen.

= Account activity, with no reason code, displays on a single line

and the “Reason Description” field is blank.

= Account aging, by reason code, displays at the bottom of the

screen.

= Account aging, with no reason code, displays on a single line

and the “Reason Description” field is blank.

= Account aging is blank when the “Aging Date” field on the

selections screen is blank.

View Reason Code Account Activity

The summary information displays beginning balances, new charges,
receipts, adjustments, abatements and ending balances for the defined

reporting period.

M_ - R c d fccounts Receiwable
Customer Evaluation Report
ISSIng eason o e For Period  @B/01/2086 - @B/31/20086
- 1arge eceipts justments atenents (i alance
N S R t Adjustment: Abat 14 End. Bal
V 75 680 o.68e o068 (L :10) 0.08 75 80
o1 Acccounts Receiwahle 19,845 .75 0.608 o.0a a.e8g 0.08 19,845 75
0BE | M & R Sales 2,665.30 3,478.32 3,222.18- 228.04- o.oe 2,601.58
o11 2008 Gallon Tankers [E: ] 2.680 o068 [ :10) 0.08 2 86
015 Misc Fire Equipment B.00 1.680 B.0a .80 0.08 1.00
681 | Sale of Surplus Prop 22,845 76 62,096.07 G4 6B82.108- 6,80 0.0 21,1523.73
610 | DFA Quick Copy Sales 1,420, 77 6,5638.24 1,612.00- 6,80 o.oe 6,441 .81
IAT INTER-ABLY TRNG FEE 2,175 8@ 2,755 080 800.00- (L :10) 0.08 4,130 B8
RET | Returned Ehecli 4,678 27 o.68e o068 (L :0) 0.68 4 678 27
Total Tor 0610 /\ 63,705,585 7H,770.63 TO,229.208- 228.94- o.o8 59,0818 34
53,705 85 75,770 63 70,229 28- 228 94- 0.08 59,818 34

181




Chapter 4: Accounts Receivable
Research Tools

Notice how the top line does not have a reason code listed---yet it
displays financial data for the line.

This happens when users do not enter a reason code when creating
invoices or credit memos.

To view the detail that makes up the displayed total drill down into the
individual line. We illustrate this next.

Accounts Receivable

Report Mame ZFIGLRAOO1_CUSTOMER_EVAL Customer Ewaluation Report
Report Ran By: TLLANGSTOMN For Period  @88/81/2006 - 08/31/2006
RCode| Reason Description Beg. Balance New Charges Receipts Adjustments Mhatements End. Balance

i 75 680 0.8e o068 o.ea 0.8e 7500
aa1 Accoounts ®eceivable 19,845 75 0.ae a.0a o.aa 0.ae 19,845.75
o8 | M & R Sales 2 665,30 3,478.32 3,222 .10- 228.94- 0.00 2,691.58
@11 | 2000 Gallon Tankers 0.e@ 2.00 o.o8 0.e@ 0.00 2.08
|15 Misc Fire Equipment o.eg 1.00 o.00 o.eg 0.0g 1.00
601 Sale of Surplus Prop 22,845 76 62,996 07 64,688 10- o.ea 0.ae 21,153.73
610 | DF® Ouick Copy Sales 1,420 77 6,538 24 1,518 08- o.ea 0.8e 6,441 01
1aT INTER-ABCY TRNG FEE 2,175 08 2,755.00 80@.0A- o.aa 0.ae 4,130 08
RET | Returned Checks 4, 678.27 0.00 o.o8 0.e@ 0.00 4,672.27
Total for BE1D 53,705, 85 75,770.63 7H0,229.20- 228.94- 0.oo 59,018.34
Grand Total 63,705 85 75,770 63 70,229 20- 228 94- 0.8e 59,018 34

1. Double-click a line.
Our illustration uses <Accounts Receivable> (line 2)

A list of the individual customer accounts included in the total for that
reason code displays.

Note: The aging section also updates.

Customer Evaluation Report

&

Accounts Receivable
Report Name : ZFIGLROOOT_CUSTOMER_EVAL Customer Evaluation Report
Report Ran By: TLLANGSTON For Period  D8/01/2886 - 08/31/2008
RCode| Customer Numher Eeg. Balance New Charges Receipts Adjustments Ahatements End. Balance
061 Ba0A02104 City 0f Jericho 5,000 08 060 a.06 o.08 0.8 5,000,068
Be1 BEOARE3E7  Jennette City Court 2,200.80 .80 B.00 B.00 0.8 2,200 .08
o1 600005364 Jericho City Court 4,500.00 0.00 0.00 0.00 0.00 4,500.00
061 998a16000  UNIY OF AR AT PINE BL 3,500 08 060 a.06 o.08 0.8 3,500.00
Be1 §98A4886@ DEPT OF CORRECTIONS 4,466 75 [:1c) 608 608 0.8 4,466.75
o1 998050000 DEPT OF EDUCATION 20.00- .00 0.o0 0.00 0.00 20.00-
861 998071081 DHS-FRAZIER PIKE, LR 20068 060 o.06 o.08 0.8 200 08
Total for 0610 18,845.75 0.00 0.00 o.o00 0.00 19,845.75
Grand Total 10,845 75 [:]c ) o.06 o.08 0.8 19,845 75

Accounts Receivable
Report Name : ZFIGLROOOT_CUSTOMER_EVAL Customer Evaluation Report
Report Ran By: TLLANGSTON For Period  08/01/20068 - 08/31/2006
RCode| Customer Number Current 31 to 60 Days 61 to 90 Days 91 to 1 Year 1 to 2 Years 2 to 3 Vears Over 3 Years
Be1 GE0aEZ21684 City Of Jericho L h [:1c) o068 B.08 0.8 0.8 5,080 88
o1 BO0005357  Jennette City Court 0.00 0.00 0.00 o.o0 0.00 0.00 2,200.00
881 | 6O0B0S364 Jericho City Gourt 0.80 0.80 6.00 8.00 0.080 0.08 4,500.08
061 998a16000 UNIY OF AR AT PINE BL .68 060 a.06 o.08 0.8 0.8 3,500 08
Be1 008048000 DEPT OF CORRECTIONS .88 0.0 g.00 o.0g u.og o.08 4,465.75
881 | 998050080 DEPT OF EDUCATION 0.80 20.60- 6.00 8.00 0.080 0.08 080
861 998071081 DHS-FRAZIER PIKE, LR .68 060 o.06 o.08 0.8 0.8 20068
Total for 0610 0.00 20.00- 0.o0 o.00 0.0 0.00 19,865.75
Brand Total Lk 20.60- 608 608 0.0g 0.8 19,866 75
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Customer Evaluation Report
&
Accounts Receivable
Report Name ZFIGLROBET_CUSTOMER_EVAL Customer Evaluation Report
Report Ran By: TLLANGSTON For Period 08/01/2006 - B8/31/2006
RCode | Custoner Nunber Bey. Balance New Charges Receipts Adjustnents Ahatenents End. Balance
091 | 080062104 City OF Jericho 5,000, 00 0.69 0.00 0.00 0.00 5,800.50
081 | BBOBAS357 Jennette City Court 2,200,060 0.60 0.00 0.60 6.00 2,200.08
001 | 56000532l Jericho City Court 4,500.00 0.60 0.00 0.00 0.00 4,500.08
o1 99801 Iv OF AR AT PINE BL 3,500.00 o.e0 o.00 0.0 L) 3,500.080
o1 99804 DEPT OF CORRECTIONS 4,465 .75 o.e0 o.00 0.0 L) 4 46575
o1 998058000 DEPT OF EDUCATION 20.00- o.e0 o.00 0.0 L) 20.08-
o1 998071081 DHS-FRAZIER PIKE, LR 20000 0.0 o.00 o.e0 [e) 200.80
Total for B610 19,845 75 0.0 o.00 o.e0 [e) 19,845 75
Grand Total 19,845.75 0.0 0.00 0.00 0.00 19,845.75
hecounts Receivable
Report Name ZFIGLROBET_CUSTOMER_EVAL Customer Evaluation Report
Report Ran By TLLANGSTON For Period 08/B1/2006 - B8/31/2006
RCode| Customer Number Current 31 to BB Days 61 to 90 Days 91 to 1 Vear 1 to 2 Years 2 to 3 Years
o1 600082104 City Of Jericho L) o.e0 o.00 0.0 L) 0.e0
o1 600085357 Jennette City Court [e) o.e0 o.00 0.0 [e) 0.0
001 | 580805364 Jericho City Court 0.00 0.0 0.00 0.00 0.00 0.00
01 | 998016088 UNIV OF AR AT PINE BL 0.00 0.80 0.08 0.00 0.00 0.80
01 | 998048089 DEPT OF CORRECTIONS 6.00 0.80 0.00 0.00 6.00 0.80
081 | 998050008 DEFT OF EDUCATION 6.00 0.80 0.08 0.00 6.00 0.80
081 | 998071081 DHS-FRAZIER PIKE, LR 0.00 0.80 0.08 0.00 0.00 0.80
Total for BE10 [e) 0.0 o.00 o.e0 [e) 0.0
Grand Total [elc) o.e0 o.00 o.e0 [elc) o.ea

2. Double-click a Customer Account line.
Our illustration uses <Department of Corrections> (line 5)

A list of documents for the selected customer account appears,
displaying open items by customer, per reason code for report period
08/01/2006 --- 08/31/2006.

Note: This screen does not contain aging information at the bottom.

C

Document

Accounts Receivable

— — Customer Evaluation Report
ALANGSIUN For Period  B8/91/2086 - 08/31/2006

er . 0998040000

Report

Customer

Document # Doc. Date Doc. Amount Reason Code

B8O025714 04/09/2002 4,452 .75 na1
18051767 1171942002 7.00 na1

18063095 03/04/2003 600 na1
Total for 0610 4,465.75 og1
Grand Total 4,465.75 0e1

3. Double-click a Document line.
Ouir illustration uses <18051767>.

Opening a document takes longer than the previous “drill downs.”
Remain patient, the document does display.
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The Display Document: Overview screen appears, displaying the
document information. Our illustration is a customer invoice.

@z Display Document: Overview

oy @ 2 A3 Display curency

Document Mumber 180851767 Company Code ARK Fiscal Year 2003

Dacument Date 11419/2002 Posting Date 11¢19/2002  Period 5

Reference Cross-CC no.

Currency ush Texts exist =]

SR ERERIEEEE IS EREE ER I

Ittm| PK|Account Descrigtion BusA|Cost Center |Fund Amount| Text Clrng doc.
1(01 (9980428000 |DEPT OF CORRECTIONS|0G10 7.00 [Agency Accounts Receivable
2160 (4041012000 [Administrative Fees 0610 (383333 MPHOOO0 7.00 |Administrative fee for CPD 20021112102942

You can view individual line items too.

4. Double-click a Document Line Item Overview line.
Our illustration uses the <Line item 1>.

The Display Document: Line Item 001 screen appears. Use this screen
to review detail entries for the customer line on document 18051767.

iCusiomer! 998048000  DEPT OF CORRECTIONS GIL Acc 1140861088
CoCode LRE
State of Arkansas FIME BLUFF Dioc. no. 18051767
Line Itern 1 § Inyoice f 01
Armount F.od UsD
Tax code

Additional details

Bus. Area BE1A

Disc. base ¥oaa Disc. amount  B.80 UsD
FPaytterms NT30 Daysipercent 360 B.O0EBE % B8 O0.00B % O
Bline date 11/19/2002 |hvaice ref. { fn

Pmnt block

Fayment Ref.

Assignment 18051767

Text Adency Accounts Receivable @w Lang text

&

Use the “Back” icon until you return to the ZCEV report layout.
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View Aging by Reason Code Account Activity

Using steps 1-4 (pages 180-182); you can also view different levels of
aging detail for each reason code category

Below, we illustrate the aging drill down detail for reason code
“Returned Checks” (line 7).

Aging
Accounts Receivable
Report Mame © ZFIGLROOOT_GCUSTOMER_EWAL Customer Evaluation Report summary

Report Ran By: TLLANGETON For Period  B2/B1/2086 - 08/31/26
RCode| Reason Description Current. 31 to B0 Days 61 to 90 Days 91 to 1 Vear 1 to 2 Years 2 to 3 Years Over. 7 /
.00 .00 .00 0.00 75.80 .00 1] DEL
807 | Acccounts Receivable .00 20.00- .00 8.00 .90 0.00 19,865.75
868 | W & R Sales 519.16 36,80 .00 880 .80 .06 .80
601 | Sale of Surplus Prop 22 ,960.88 1,487.84 .00 0.00 .90 5.00- 650.41
610 | DFA Quick Copy Sales 7,986 51 .00 167 80- 000 18.57 0.08 .90
IAT | IWTER-AGGY TRNG FEE 1,470.08 480.00 .00 60.00 .90 15.08 55.00
RET | Returned Ghecks .00 364.98 .00 3,881.25 432,04 0.98 .90
Total for 0610 32,936.55 2,342 .82 167.80- 3,941.25 517.61 16.00 20,571.16
Grand Tatal 32,936.55 2,342 .82 107.80- 3,941.25 517.61 16.08 Lazils
Account Agi
nccourts Recervabte un ging
Report Name © ZFIBLREDA1_CUSTOMER_EVAL Custoner Evaluation Report
Report Ran By: TLLANGSTON For Period  B8/81/2006 - B8¢31/2066 s
Reode | Customer Number Current, 31 to 6@ Days 61 to 90 Days 9l to 1 Year 110 2 Years 2 to 3 Vears Over, ul.ll.lary
RET | 600817248 ROBERT WILLIAMS 0.00 248.00 0.00 0.00 0.00 .00
RET | BO0016331 MARY CARR 0.00 0.00 .00 0.00 41.13 .00 0.0 /
RET | BO0016333 CYNTHIA Y. THOMPSON 0.00 0.00 0.00 0.00 26491 .00 0.0
RET | 600816334 SHERRI A. TRAMMELL 0.00 .00 0.00 0.00 126.00 .00 0.0
RET | 600016732 VASHICA PEASTER 0.00 0.00 0.00 562.50 0.00 .00 .00
RET | 600817147 LaDARYL D. WILLIAHS 0.00 0.00 .00 3,025.00 0.00 .00 .00
RET | 600077155 MIESIA COTTON 0.00 0.00 0.00 293.75 0.00 .00 .00
RET | 600817241 NATALIE GARCIA 0.00 124.98 .00 0.60 .00 .00 .00
Total for 0618 0.00 364.98 .00 3,881.25 432.04 .00 .00
Grand Total 0.00 364.98 .00 3,881.25 43204 .00 .00

Document Aging
Customer Number . 0600017147 overView

Bush. |Document #  |Doc. Date Doc. Amount | Reason Gode I/

Accounts Receivable
Report Name @ ZFIGLRODDY_CUSTOMER_EVAL Customer Evaluation Report
Report Ran By: TLLANGSTON For Period  08/01/2006 -

0610 [18253014 05/22/2006 3,825.00  |RET
Total for 610 3,825.00  |RET
Grand Total 3,025.00 RET

Line Item Aging

% om s 3 Taxes | &% Display currency

Document Mumber 18253014 Company Code ARK. Fizcal Year 2006 -
DocumentDate  B5/22/2006 Posting Date 95/22/2006  Period 11 Overview
Reference CK #1007 Cross-CC ho.
Currency usp Texts exist = L/
HINEREEIEFEERIEERFEEE
ltm| Pk| Account Description BusA|Cost Center |Fund Amount| Text Clrng doc.
1]01 |600017147  [LaDARYL D. WILLIAMS 0e10 3,025.00 [Returned Checks
| 2(504048003000 |Sale Surplus Prop 0610383333 MPHOOOO 3,025.00

Line Item Aging

Detail
i BBO0T7147  LaDARYL D.WILLIAMS GIL Ace 1130001008
Cocade  ARK 5204 PRIMROSE LANE /
Gtate of Arkansas LITTLE ROCK Doc. no. 18263014
Line ltem 1 fInvoice § 01

Amount 3,025.00 UsD
Tax code 50

L E B3 5 Moredata

Additional details

Bus. Area o61a

Disc. hase 3,025.00 Disc. amount  0.00 usoD

Payt tferms HT30 Daysipercent 30 0.008 % @ @.000 % O
Bline date 05/22 /2006 Invaice ref. i {a

Prnt block

Fayment Ref.
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ZFIN-General Ledger Report with Customer Data

Use this transaction when you want to view both revenue (General
Ledger) and customer information together.

Key Points

= Uses the Bad Debt Expense account (5900008000) as a default
selection.

= Combines GL and customer information in one layout. This is the
only AASIS report that provides this combination of data.

= Provides expanded reporting benefits because of its design and
can help answer questions like:

- Which customers has our agency billed for which types of
revenue in the last month? ...in the last fiscal year? ...in the
last quarter?

= Provides layout customization options but does not provide drill
down functions.

Field Definitions

Menu  Edit Favorites

&7 | ZFIN )

1. Type “"ZFIN” in the Transaction Command field.

2. <Enter> @ .

The GL Report With Customer Data screen appears. Use this screen to
define report selection criteria.

Brogram Edit Goto Systemn Help
@ BldH Q@ BRE OTO8
GL REPORT WITH CUSTOMER DATA
® [@

GL REPORTWITH CUSTOMER DATA

Account number 5900a08060 1o E
Posting Date to ﬁ
Business Area o ﬁ
Fund 1o E
Cocurment Type to ﬁ
Fiseal vear to
Document Mumber 1o E
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Program Edit Goto System Help
@ aja B Ce@ DHEEE O0O
GL REPORT WITH CUSTOMER DATA
® [@

GL REPORTWITH CLUSTOMER DATA

Account number 5900a08060 1o E
Posting Date to ﬁ
Business Area 1o E
Fund 1o ﬁ
Cocurment Type to ﬁ
Fiscal Year 1o E
Dacument Mumhber o ﬁ

About the GL Report With Customer Data Screen

GL Report With Customer Data---defines the parameters of the revenue
reporting information.

= Account number ---restricts the report to the revenue (GL)
accounts you want to review. The Bad Debt Expense account
number defaults in this field. Delete the GL account number if
you are not reviewing abatements.

You cannot use this field to search for account numbers. You
must know the account number(s) you want to enter. This is an
optional field.

= Posting Date ---restricts the report by the posting date and/or
range of dates. This is an optional field.

= Business Area ---restricts the report to postings by your agency.
This is a required field.

» Fund---defines fund information. While this field is available, we
recommend using it in conjunction with the “Account Number”
field. This is an optional field.

= Document Type ---restricts the report selection to specific
document types. This is an optional field.

= Fiscal Year ---restricts the report by fiscal year(s).

= Document Number ---restricts the report to a specific
document(s).

To help ensure processing efficiency, we recommend using as much
selection criteria as possible.
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Make Report Selections

Beginning on the GL Report With Customer Data screen, we illustrate
using ZFIN to help us answer: “Which customers has our agency billed
for what types of revenue this last month?

FProgram Edit Goto  Systerm  Help
@ adBICad BRE DO @
GL REPORT WITH CUSTOMER DATA
@ G

| GL REPORTWITH CLISTOMER DATA

Account number 402995999949 to 40599599999
Fosting Date B5/01 /2006 to [5/31 /2006
Business Area BE10 to
Fund to
Docurment Type to
Fiscal Year to
Document Mumber to

1. Account number (Optional): <###H#HHHHHH>

Our illustration uses this range <4029999999> to
<4059999999>.

This will help us identify the breakdown of revenue over the defined
date range. Remember, you cannot use the “Account number” field to
search for account numbers.

2. Posting Date (Optional): <##/##/H#HH#H#>

Our illustration uses <05/01/2006> to <05/31/2006>.
3. Business Area (Required): <####>

Our illustration uses <0610>.

4. <Execute> @

This report, using the illustrated criteria, could take several minutes to
compile. If this happens, it is because AASIS is searching several
thousand records. Remain patient.
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The GL Report With Customer Data screen appears. This report layout
is sorted by GL account and displays all available customer fields.

You can customize this layout by using the layout functions we
illustrated at the beginning of this chapter.

Amount & Document
et repord - Cystomer Account
gl ae Type
GL Report With Customer Da!r L
ACCOUNT “[BUS AREA[FUND  *|CUSTOMER NUMBER™|CUSTOMER NAME USER MNAME DOC NUMBER POSTING DATE|ENTRY DATE DOC DATE |& AMOUNTH
4041 10 MNFADOD3 RMDRILLING 0013400708 |0504/2006 05/0452006 |05/04/2006 5.00 ZJ)
MNFADODT RMDRILLING (0014108341 |0501/2008 05/0142006 |0501/2008 1,836.75|ZD
RMDRILLING 0014108349 |09001/2006 05/0142006  |05/01/2006 1,813.50-|ZD
DFA- Marketing & Redistribution MEHAUSER 0014108348  |05/01/2006 05/0142006 | 0501/2006 1,836.75 |ZD
404101 2000 MPHOOO0 0600017155 MIESIA COTTON LLARCHER 0018253288 |05/26/2006 05/2602006 | 05426/2006 29375 DR
LEGISLATIVE AUDIT LLARCHER 00182489430 |05/08/2006 05/08/2006 |05/08/2006 15.00- | DR
09933010500 SOUTHERMN ARKANSAS UNIVERSITY LLARCHER o018249154  |0501/2008 05/0142006 |0501/2008 .00 DR
SOUTHERMN ARKANSAS UNIVERSITY LLARCHER 0018249589  |05/01/2006 05/1002006  |05/01/2006 6.00 DR
0933011500 SOUTHERMN AR URN - TECH BRANCH LLARCHER 0018249530 |05M 02008 051002006 |05M 02008 .00 DR
0995012500 |ARK. STATE UNIVERSITY -JONESBORO LLARCHER 0018252683 051572006 05/1992006 |05 572006 6.00- DR
0898013511 UNIN OF AR - SYSTEM OFFICE LLARCHER 00182530686 |0&22/2006 05/2242006 |0522/2006 15.00- | DR
0993014501 URN OF AR - COOPERATIVE EXTERNSION LLARCHER 0018253075  |D522/2008 08/2202006 |0522/2008 15.00- DR
0898015010 U of A MEDICAL SCIENCES CENTER LLARCHER 0018252682 |05M 52006 05/152006 |0515/2006 B.00- DR
U of A MEDICAL SCIENCES CENTER LLARCHER 0018249327 |D504/2008 05/0442006 |05/04/2006 .00 DR
U of A MEDICAL SCIENCES CENTER LLARCHER 0018249326 |05/04/2006 05/0452006 |05/04/2006 6.00- DR
U of A MEDICAL SCIENCES CENTER LLARCHER 0018253300 |0AZ6/2006 0A/26/2006 |0526/2006 B.00- DR
U of A MEDICAL SCIENCES CENTER LLARCHER 0018253301 |09/26/2006 05/2652006  |09/26/2006 6.00- DR
U of A MEDICAL SCIENCES CENTER LLARCHER 0018253303 |0&26/2006 05/26i2006  |0526/2006 B.00- DR
U of A MEDICAL SCIENCES CENTER LLARCHER 0018253304 |D5I26/2008 05/26i2006 |D5I26/2008 .00 DR
0898016500 UNIN OF CENTRAL ARKANSAS LLARCHER 0018249324 |05/04/2006 05/0442006 |05/04/2006 B.00- DR
09933019800 NORTHWEST ARKANSAS COMMUNITY COLGE |LLARCHER 0018249323 |0504/2008 05/0442006 |05/04/2006 .00 DR
NORTHWEST ARKANSAS COMMUNITY COLGE |LLARCHER 0018252685 |05 572006 05/1992006 |05 572006 6.00- DR
0898022100 BOARD OF COLLECTION AGENCIES LLARCHER 0018249431  |05/08/2006 05/08/2006 |05/08/2006 15.00- | DR
0995045000 PUBLIC SERYICE COMMISSION LLARCHER 0018253068  |0/22/2006 05/2202006  |09/22/2006 15.00- DR
0898048000 DEFT OF CORRECTIONS LLARCHER 0018249325 |05/04/2006 05/0442006 |05/04/2006 B.00- DR
DEPT OF CORRECTIONS LLARCHER 0018252954 |05M 92008 05192006 |05 92008 .00 DR
0995048500 Dept Of Community Correction LLARCHER 0018249428  |05/08/2006 05/0292006 |05/08/2006 15.00- DR
Dept Of Community Correction LLARCHER 0018253079 |D522/2008 08/2202006 |0522/2008 15.00- DR
0995052000 AR REHABILITATION SERVICES LLARCHER 0018253077 |022/2006 05/2202006  |09/22/2006 61.02 DR
0898061004 DFA- Employee Benefit Division LLARCHER 0018253074 |0&22/2006 05/2242006 |0522/2006 2500 DR
0898061008 DFA- OFFICE OF ACCOUNTING LLARCHER 0018252876 |05M08/2008 05192008 |0508/2008 45.00 |DR
DFA- OFFICE OF ACCOUNTING LLARCHER 0018252877 |05M9/2006 05/19%2006 | 051 9/2006 15.00- | DR
DFA - OFFICE OF ACCOUNTING LLARCHER 0018249436  |0508/2006 05/082006 |05/08/2006 4500 DR
DFA- OFFICE OF ACCOUNTING LLARCHER 0018249435 |05/08/2006 05/0292006 |05/08/2006 15.00- DR

Review Report Findings

= Use the GL account number to define the types of revenue
credited to your agency for the reporting period.

= Use the document type to identify the type of posted transaction.
Here are a few examples of document types you may see.

- DR---Customer Invoice

- DG---Customer Credit Memo
- DZ---Customer Payment

- ZJ---Cash Journal

= Use the customer account number totals associated with a GL
account line to identify how much of the overall revenue (per
account) is attributed to customer billing.
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FB0O3—Display Document

Use this transaction to find and/or view posted documents.

Key Points
= Looks and shares similar display functions that you see in FB02
and FBVO.

= Provides a consistent means for accessing document details
when a report can't.

= Provides diverse selection options, including:
- Viewing a single document
- Viewing documents you create
- Finding documents using reference text

View Single Document

Menu  Edit Fawvorites Extras

@ | FeOZ 4]

1. Type “"FB03"” in the Transaction Command field.

2. <Enter> @

The Display Document: Initial Screen appears, displaying the last
document viewed.

Document  Edit Goto Wiew  System Help

& I H @@

Display Document. Initial Screen

Document list |4 Firstitem &7 Editing options

keys far Financial Accounting

Diacurment Mumber 18261893
Caompany Code BRK
Fiscal Year 2007
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Beginning on the Display Document: Initial Screen, follow these steps
to view a single document.

Note: For this illustration, you must know the document number you
wish to view.

Systemn Help

B H & E R

Display Document: Initial Screen

Edit Goto  Wiew

Document

Cocumentlist | |4 Firstitern | @ Editing options

keys for Financial Accounting

Docurment Mumber 18000359
Camparny Code ARE
Fiscal Year 2007

3. Document Number (Required): <#H#H#HH#HHHHH#>
Ouir illustration uses <18000359>.

4. Company Code (Required): <ARK>

5. <Enter> o

The Display Document: Overview screen appears, displaying document
header information and line item information based on the document
layout.

Use this screen to review defined document fields or to drill down and
review more document detail.

@2 Display Document: Overview

2 0y & i3 A% Displaycurrency | % Reversal document

Document Number 18008359 Company Code ARK Figcal Year 20687

Document Date n2/o5/2007 Posting Date B2/05/2007  Period a

Reference SAMPLE TEXT Cross-CC no.

Currency UsD Texts exist

g)al=|®[wea)(@al =)||da|R@a]=:) 08 H]

Itm | Pl<| Account Description BusA|CostCtr  |Fund Amount| Text Clrng doc.
101 (600000000 |Jahn Walker 0610 50,00 (Agency Accounts Receiva... | 18000360
2|50 (4041011000 |Membership Fees|0610 383201 |HSCET .. 50.00

Note the “Reversal document” icon on the Display Toolbar. This icon
appears any time a document has been reversed or is a reversal

document.

When reviewing documents as a part of your research, it is very
important that you verify the document status by looking for this icon.
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On this document, notice the debit is on the customer line and the credit
is on the revenue line.

@2 Display Document: Overvi

%2 gy & & EE Displaycurrency | € Reversal dociment

Docurment Mumber 12008359 Company Code ARK Fiscal Year 2007

Document Date p2/06/2007 Posting Date O2/05/2007  Period 8

Reference SAMPLE TEXT Crogs-CC na.

Currency ush Texts exist

CIRE R ER =R E R

Itrn| FK|Account Description Bus# | Cost Ctr |Fund Amount| Text Clrng doc.
1101 |600000000 |John Walker o610 A0.00 (Agency Accounts Receiva... | 18000360
2504041011000 |Membership Fees|0610 |383201  |HSCET... 50.00-

6. <Reversal Document> £ Reversal document .

The reversal document (# 18000360) displays.

Now the credit is on the customer line and the debit is on the revenue
line, reversing the entries for the document you initially selected to
review.

@2 Display Document: Overview

2 & ) & A& Displaycurrency | B Reversal document

Document Mumber 18000360

Company Code ARK Figcal Year 2007

Document Date [2/05/2007 FPosting Date B2/85/2007  Period g

Reference SAMPLE TEXT Cross-CC no.

Currency usp Texts exist

SIBRERERIERERIEEREFEERIIE]

It | P Account Description BusaA|Cost Ctr |Fund Amount| Text Clrng doc.
1112 |600000000  |John Walker 0610 A0.00 |Agency Accounts Receiva... | 18000360
2404041011000 {Membership Fees|0610 (383201 HSCHT .. 40.00

Reversal docurment
7. <Reversal Document> 2 .

This returns you to the first document.

@a Di Document: Overview

2 gy G 3 EY Display currency | 3 Reversal document

Dacument Number; 18800359 Company Code  ARK Fiscal Year 2007

Document Date n2/e5/ 2007 Fosting Date B2/05%/2007  Period g

Refarence SAMPLE TEXT Cross-CC no.

Currency UsD Texts exist

SHIBEEERIEEER IR R ERIENE]

Itrm | Pl| Azcount Description BusA|CostCir |Fund Armount Text Clrng dac.
1101 (6000000A0D  |Johh Walker 0610 A0.00 (Agency Accounts Receiva... | 18000360
2150 (4041011000 |Membership Fees|0610 | 383201 HSCET .. a0.00

{2

8. <Display document header>
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The Document Header window appears, displaying additional
document information. Use this window to review/identify additional
document text entries, posting, user id and transaction information.

Docurment Head

DR Customer invaice

Doc Header Text  Training llustration
Card type Card no.
Sequence number

Reference SAMPLE TEXT Document Date p2/05/2007
Posting Date 02/06/2007

Currency LISD Posting Period Bg b o2nay

Ref. trans. BKPF  Accounting docurment

Reference key BO18ROE36AMRK 2007 Log. Systern DBESZ2PCC

Entered by TLLAMGETON Parked by

Entry date fefaa/2oa7 Tirne af Entry 13:46:084

TCode FBES

Zhanged an Last update

Revers.doc.for 180080359 2007
Reversal reason

Uit

9. <Enter> v
The Document Header window closes.

&8 Display Document: Overview

%77 wy & & AR Displaycurrency | Reversal document

Dacument Number; 18800359 Company Code  ARK Fiscal Year 2007

Document Date n2/e5/ 2007 Fosting Date B2/05%/2007  Period g

Reference SBMPLE TEXT Cross-CC no.

Currency UsD Texts exist

HIREEEREEERIERERFEER

It | Pk Account Description BusA|CostCtr  |Fund Armount Tesxt Clrhg doc.
1)01 (600000000 |[John Walker 010 50.00 [Agency Accounts Receiva... | 18000360
2|50 (4041011000 [Membership Fees|0610 | 383201 HSCHT .. 40.00-

You can also view additional document entries by double clicking a line

item.
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Before we explain using FBO3 to view documents created specifically
by you, we want to show you what happens if you use a fiscal year date
different from the document creation date on the Display Document:

Initial Screen.

3| A HIGER |

Display Document: Initial Screen

Document list |4 Firstitem g7 Editing options

Keys for Financial Accounting
Docurment Mumhber 18006387
Company Code ARk

Fiscal vear 2007

Search doc. archive

@ Document is not in datahase. Search document

archive’?

The message, “Document is not in database” means AASIS cannot find
a document matching all 3 of the selection criteria.

Click “No” to the Search document archive question. Remove the fiscal
year and enter again. Note: The State will be archiving financial data in
the near future and the above search criteria may then be used.

& afla E

Display Document: Initial Scre

Document list | 14 Firstitem || 27 Editiy

@2 Display Document: Overview
Keys for Financial Accounting % | & @ &% Display currency

2004

cument Mumber; 12000087 Company Code BRE Fiscal Year
Docurnent Date 12/12/2003 Faosting Date [2/02/2004  Period

Document Rumber 1800008

Company Code ARK
Reference Cross-CCno
Fiscal ¥ear | Currency 5D Texts exist
EIREnEEERERIEEEERERITE]
1 ttm|P[Account Description BusA|Cost it |Fund Amount| Text Clrng doc
1101 |600000064  |Ima Talker 0610 100.00
2150|4021011000 |Driver TestFees... (0610 | 383201 HSCET... 100.00

The document now displays. Notice the document was created on
12/12/2003, meaning it was created in fiscal year 2004.
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View Documents You Create

Beginning on the Display Document: Initial Screen, we show you how to
find documents you have created.

The Display Document: Initial Screen appears.
& @y

Display Document: Initial Scre

Documentlist || |4 Firstitem || g# Editi

Keys for Financial Accounting

Document Mumber 18000087
Company Code LREK
Fiscal Year |

1. <Document List> DOENTISS .

The Document List selection screen appears. Use this screen when you
want to use additional search criteria to locate documents.

Program  Edit Goto

] 20 &EQ DHEB OO0 (@) [
Document List

& )=

Company code IBRE to E
Docurment number to i

Fiscal year to 3

General selections

Document type to 3
Fosting date to E
Entry date to E
Reference number to E
Refarence transaction ta E
Reference key to E
Logical system to @
Business area selection
Business Area to

Also display noted items

[ Cisplay nated items

Search for own documents
[l wen dacurments anly
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Prograrm  Edit Goto

V] Bld B @@ BHE BDO0 EE @ o
Document List
® &
Company code J4RK to =
Document number to o2
Fiscal year ta =]
General selections
Document type i} ]
Posting date ta =]
Entry date to o
Reference numher to o2
Reference transaction to o2
Reference key to o
Logical system to o2
Business area selection
Business Area to
Also display noted items
[ Display noted items
Search for own documents
[ wen docurments anly

About the Document List Screen

While this screen appears similar to the Document List screen you use
in FBVO, not all of the fields are identical. Because of this, here are the
basic definitions for the optional fields appearing here.

Document number ---allows you to retrieve several documents, by
using a number range or multiple numbers.

Fiscal year ---allows you to retrieve documents which cross
different fiscal years.

General Selections---Provides additional selections based on fields
contained within the document header.

Document type--- defines documents based on the document type
instead of document number. For example, you can search for
customer invoices by using the DR document type in this field.

Posting date--- defines documents based on a specific posting
date, posting dates or a posting date range.

Entry date--- defines documents based on an entry date, entry
dates or an entry date range.

Reference number--- defines documents based on entries stored
in the reference field. The person with the Cash Receipts role in
your agency enters the check number for customer payments
using this field in the Cash Journal.

Use this field to locate customer payments if you have a check
number but no document number. NOTE: This field is case
sensitive and must match the entry exactly.
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Program  Edit Goto  Systerm  Help
& 2/dH I ¢@Q SHE DHDOD @ o
Document List
®/ F )2
Company code JaRK to =
Dacument number to =]
Fiscal year to =]
General selections
Docurnent type to =]
Posting date to =]
Entry date to =]
ference number to =]
Reference transaction to =]
Reference key to =]
Lagical systern to 3
Business area selection
Business Area o IE’
Also display noted iterms
[ Display noted iterms
Search for own documents
[] Owin documents only

» Reference transaction ---provides a means to find documents
which were electronically shared between two systems.

This field is not applicable when searching for documents entered
by users.

» Reference key ---Related to financial data entered into AASIS via
interface applications. This field is not applicable when searching
for documents entered by users.

» Logical systems ---also related to sharing information between
technical systems. This field is not applicable when searching for
documents entered by users.

Business area selection---provides additional selections based on
business area values.

=  Business Area ---defines documents based on the business area
or business areas which created them. Most users will restrict the
search to their own business area.

Also display noted items---Not applicable to State business processes
= Display noted items ---Do not use.

Search for own documents---restricts the search to the documents you
specifically created.

= Own documents only ---restricts search based on user id.
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Beginning on the Document List screen, we illustrate searching for
documents created specifically by you.

Note: Our illustration for using this screen is not exhaustive. We
strongly encourage you to continue practicing with different
combinations of available search criteria

@ @ )=

Document List

Company code

Fiscal year

Document number

ARE to
to
to

Document type
Posting date
Entry date

Reference key
Logical system

General selections

Refarence number
Reference transaction

1o
p2/e1/ev 1o
]
1o
1o
1o
]

p2/09/20a7

Business area selection

Busineszs Area

BE10 to

Also display noted items

[ Display noted items

Search far own documents

Company code (Required)---<ARK>
Posting date---<## [ ## | ##H#HH#>

Ouir illustration uses <02/01/07> to <02/09/07>.

4. Business Area---<####>
Ouir illustration uses <0610>.

5. <Own Documents Only>

6. <Execute>

&
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The Document List screen appears, displaying the documents created

Use drill down functions to view specific document information.

Document List

FIBR AT F ME HIEHT EH

CoCd*|Docurnenttol Year| Tvpe l'ﬁate FPosting Date

ARK ] 1000177 2007 |AB 2062007 | 0Z/0B/2007
10001748 2007 |AB  |02/DGBf2007 |0DZ/06/2007
13000024  |2007 |Z] 02/06/2007 |02/06/2007
14000020 |2007 |[DZ |02/0662007  |0Zf06/2007
18000359 |2007 DR |02/05i2007  |0Z/05/2007
18000360 |2007 DR |02/05i2007 |0Z/05/2007
18000361 2007 |\DR |02/05f2007 (027082007
18000362 |2007 |DR |02/0662007 |0Z/06/2007
18000363 |2007 DR |02/0862007 |0Z/06/2007

Find Documents Using the Reference

Field

When a customer pays with a check, the person entering the payment
in the Cash Journal must enter the check number in the reference field.

Beginning on the Document List screen, we show you how to look up
payment information using the reference field as a search criterion.

Document List
& || Ja(

¥

Company code
Document humber

Fiscal year

ke [=)

to
to
to

General selections
Document type
Fosting date
Entry date
Reference number
Reference transaction
Reference key
Logical system

n2/e1/2007

1234

to
to
ta
to
to
ta
to

z/o8r2o07

Business area selection

Business Area

oe1e

to

Also display noted iterms

[ Display noted items

Search for own documents

[ Own documents anly

1. Company code---<ARK>
2. Posting date---<##[## [ #HH#HH#>

Our illustration uses <02/01/07> to <02/09/07>.
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Document List

D & )=

Company code J4RK @ to
Daocument number to
Fiscal year to

General selections

Document type to
Fosting date Q2/01/2007 o Qz2/09/20a7
Entry date ta
Reference number 1234 to
Reference transaction to
Reference key ta
Logical system to

»

Business area selection

Business Area O61a to

Also display noted iterms

[ Display noted items

Search for own documents

[ Own documents anly

7. Business Area---<####>
Our illustration uses <0610>.
8. Reference number <####>
Our illustration uses check number <1234>.

9. <Execute> @

The Document List screen appears, displaying documents matching the
search criteria. Our illustration shows one DZ (customer payment)
document type. If more than one document matches the search criteria,
multiple documents display on this list.

Document List
T BER AT F NS ATEH T H

|| CoCd*|Documenttol Year| Type |Doc.Date  |Posting Date
| |."3'.RK o 14000020 2007 |\DF  |0Z2ME2007 [020672007

10.Double click anywhere on the document line.
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The Document Overview: Display screen appears, displaying the cash
journal document that records the receipt of cash.

@2 Display Document: Overview
2 a3 | = && Displaycurrency
i i Company Code ARKE Fiscal Year 2007
Document Date 02/06/2007 Fosting Date 02/06/2007  Period g
Reference 1234 Cross-CCno.
Currency uso Texts exist
EIBEREDFEEREEREBED]IR
Itm| PK| Account Description BusA|CostCtr  |Fund Amount| Text Clrng doc.
1(40 (1000610008 [CJ DFAOB10-CJ...| 0610 100.00 4041011000
2|15 (600000012 |Eddie Munsteur  |0610 | 383201 HECHET.. 100.00-|4041011000

To view the source of the receipt entry, complete the following steps.

Docurment  Edit Goto Exdr

& afa | @€ Documentchanges Iﬁ FERE @ m
= 5 Check infarmation

@2 Display Document: Overy ~— |

g | o e

Z & & & A& Display currency Diocument environment » | Original document

DocumentNumber 14000020 i Addijtional assignments v | Accounting documents
DocurnentDate 0270672007 Fostiy Y3luation ’

Refarence 1234 Crose  Carrespondence Relationship Browser
Currency UsD Tewts|  BYS readjustment

SR EA N REE EEE

It | Pk Account Description Busa [« t| Tent Clrng
1/40 (1000610008 |CJ DFAOG10-CJ...|0610 100.00 4041011000

2|15 (600000012 |Eddie Munsteur  |0610 (383201 HSCET .. 100.00-| 4041011000

11. <Environment><Document Environment><Original
Document>

The Cash Journal entry for the customer payment displays. Use the
Business Transaction field to identify the type of receipt recorded.

G| ala eI DHE DDhon I RR @m

Cash Journal 6108 Company Code ARK

53 Prirt cash Journal | @ Change cash journal

Data selection Balance display for display period
Display period
02/06/2007 - D2/06/2007 Opening balance 0.00 usD
4 Today » + Total cash receipts 100,88 USD  Number 1
4 This week > + Total check receipts 8.8 USD  Number: 8
4 Current period » - Total cash payments 100,88 USD  Mumber. 1
Cashjournal DFA-QFF OFACC.. = Clasing balance 0.80 UsD
Company code:  State of Arkansas Cash thereof 0.88 USD

Cagl mpats | Cashreceipts | Checkreceipts |

__|Bustness transacti...|GiL Do... [Amount Recpt recipient Reference  |Cost Center [Fund Busi... Text assignm..|Customer _ |Posting D

HES 100.80 Eddie Munsteur 1234 383201 HSCB101 0610 4041011000 |18000362 GEOOBOE12 |B2/D6/260E

12.<Back>

13.Repeat until you return to the screen you want.
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As we encouraged at the beginning of this chapter, take time to study
and play with these reports and research tools.

Use the custom layout features and adapt the reports to your agency’s
specific business needs. Trust us; you won’t hurt anything by doing
this. These are display transactions and do not impact the integrity of
your agency’s or the State’s financial records.

In fact, the more you use these reports and tools, the stronger your
ability to analyze your agency’s financial records in AASIS.

With strong analytical skills, you equip yourself with the ability to
prevent and/or correct errors before they become a significant problem.
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